Art aids the modern office. See page 26. 


e Aims, techniques, results of clerical quality control 


e Round-the-world office problems covered at SPA meeting 


e How one-worker branch office increased its efficiencs 
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“Ever since the department got those new 


BURROUGHS Calculators, every 


sales analysis has been finished 


haw 


Use Readers’ Inquiry Coupon on Page 88 


Burroughs Corporati 


: There’s a Burroughs Calculator just right for your high-volume 
“3 figuring. Call our nearest branch for a demonstration or write 
Burroughs Corporation, Burroughs Division, Detroit 32, Michigan. 


Burroughs—TM 
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TO CUT OPERATING COSTS? 


Of course you wouldn’t—because he “earns his 


keep.” He brings in far more than he costs you. YOU SAVE MONEY 


Long Distance telephone calls “earn their keep,” 
too. They help you: 


Here are some examples: 
e follow up leads faster Reitiidin tn teeiiene 
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e ask for the order oftener | St. Paul to Chicago 
1 
! 
| 
| 
' 
1 
1 
| 
1 
L 


e close many sales right on the phone Boston to Norfolk, Va. 

Milwaukee to 
Philadelphia 

San Francisco to Detroit 


e keep your goods on your customers’ shelves 


Your Long Distance telephone is a star salesman, 
too. It makes you money. 


BELL TELEPHONE SYSTEM 
Long Distance pays off! Use it now... for all it’s worth! 


Day Rates (first 3 minutes) 


Person-to- 
Person 
$105 
$145 
$170 


$210 
$330 


Station 
75¢ 

$105 

$120 


$150 
$235 


Add 10% federal excise tax. 


WOULD YOU FIRE YOUR BEST SALESMAN 


WHEN YOU CALL STATION-TO-STATION 
instead of Person-to-Person 


Each Added 


Station-to- Minute (applies 


to all calls) 


20¢ 
30¢ 
30¢ 
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Distinctive executive desk... in walnut 
with oil or lacquer finish and brushed 
chrome trim. From our extensive collection 
of executive and office furniture. 72” x 36”. 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 


Aims, techniques, results of statistical quality control 


in the office a 
by Robert M. Smith 


Seagram’s bronze tower combines unique exterior with 
new interior layout ideas —— 


by Lyman Coddington 


Round-the-world office problems covered at mobile 


SPA meeting ml 29 
How simple control records help insure completion of 
“special projects” ‘uaa 


by John Hockman 


How one-worker branch office increased its efficiency 33 


by Harold Gillespie 


AMA fall office management conference concentrates 


on cutting costs - ae 35 
(Conclusion) 

Tools of the Office series 4] 
This month: Books of interest to office adminis- 
trators 


by Irene Lipschitz 
Automation in the office 73 
Christmas—1958 (Editorial) - sienceitiliiag aac 90 


CREATING almost the effect of 
murals, striking abstractions by 
leading French and American ar- 
tists are distinctive features of the 
new Seagram offices in New 
York. This month’s cover shows 
a meeting room, where the sim- 
ple lines of the furniture, con- 
trasted with the dramatic pat- 
terning of the paintings, result 
in a room that is both handsome 
and individual. See page 26. 
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OXFORD PENDAFLEX’ 


6 


cut file costs $23, ooo! 


Large N. Y. Insurance Company Reports: 


Hanging Folders 


es 
apts FY 


Operating these file cabinets used to WIE cc.6 00 s0endedescensccescoenee 
Cost after installation of Oxford Pendaflex Hanging Folders....$12,000 


YEARLY SAVING............$23,000 


Take another look at your e Filing staff reduced 
filing department . . . and e Filing speed doubled 
then put Oxford Pendaflex e All papers found in one look-up 
to work your — e Single sort before filing 
rnisfiling — — * Instant “keyboard” indexing 
Send today for free File e Weeding simplified 
* 


Analysis Sheet and Oxford 


Equally effective in large, medium 
Pendaflex catalog. 
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Industrialist criticizes 
planned obsolescence 


Planned obsolescence, a theory which 
aims at creating a constant market by 
designing products that will go out of 
style quickly, has been sharply criti- 
cized by F. M. Hauserman, Cleveland 
industrialist. Hauserman made his re. 
marks at an October 20 conference of 
the American Society of Industrial de. 
signers in Bedford Springs, Pa. 

Mr. Hauserman, who is the president 
of the E. M. Hauserman Co., manu. 
facturers of movable interior partition 
walls, said that “my quarrel is with 
the kind of planned obsolescence that 
depends for its success on a distortion 
of basic values—that turns its back on 
honesty.” 

He was especially disapproving of 
those who “see intentional obsolescence 
in products as a good thing. These 
people,” he declared, “would have us 
turn our backs on quality and product 
integrity. If we follow this advice, our 
skills, our experience, our creative gifts 
will all be dedicated to the unheroic 
task of building new and better junk 
piles for tomorrow. For obsolescence 
is the inevitable result of such a phil- 
osophy.” 

Mr. Hauserman stated that he was 
not against the activities of energetic 
marketing and advertising, but that 
such efforts should be directed toward 
the selling of real values, not superficial 
ones. “If you are selling the sizzle you 
had better have a steak under it,” he 
cautioned, “or somebody will bite your 
hand.” 

Hauserman admitted that obsoles- 
cence through natural change was in- 
evitable. “But,” he added, “there is 
a big difference between planning to 
make something obsolete, or allowing 
it to become obsolete through faulty 
craftsmanship, and the natural obso- 
lescence that results from change. We 
can find no fault with the latter.” The 
results of natural, constructive change 
mean progress, he said. 

A repudiation of planned obsoles- 
cence does not mean that we must turn 
away from style and beauty, Hauser- 
man assured. Instead, he explained, 
“we have to pay more careful attention 
to it than we have ever done before.” 
Hauserman called on designers and 
producers to turn out products which 
have lasting style and beauty. “Once 
we have taken such a position,” he 
maintained, “we have slammed _ the 
door on those who would intentionally 
produce for the junk pile.” 
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A spectacular breakthrough . . . as revo- 
lutionary as the invention of movable 
type and the printing press . . . has be- 
come a reality because of the devel- 
opment of the XeroX® Copyflo® 24 
continuous printer. 

This ingenious machine . . . carica- 
tured above by Artzybasheff and op- 
erated automatically by xerography . . . 
now provides the full benefits of a uni- 
tized microfilm system, the modern ap- 
proach to low-cost, high-quality repro- 
duction of engineering drawings. 

Original drawings are copied onto 
microfilm, and individual frames 


mounted in data processing cards. In- 
sertion of the cards into the Copyflo 
printer automatically produces dry, 
positive prints (or offset paper mas- 
ters) ready for immediate use. A 24” 
x 36” print every 10 seconds! 

Where the reproduction of hundreds 
... or thousands . . . of different engi- 
neering drawings is needed daily, look 
to automatic xerography and unitized 
microfilm. Write today for Booklet 
X-287 detailing the many advantages. 
Hatow Xerox Inc., 58-257X Haloid 
St., Rochester 3, N. Y. Branch offices 
in principal U.S. and Canadian cities. 


thanks to automatic XEROGRAPHY 
_..a revolutionary, new system for the high-quality, 


low-cost, rapid reproduction of engineering drawings 
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BENEFITS 

© Quality superior to that of any other type 
of engineering drawing reproduction 

e Substantial savings, up to $500,000 a year 

@ Storage space reduced up to 95% 

e No sensitized paper required 


@ Time between request and print 
dramatically shortened 


e Reduced-size prints make handling easier, 
slash material costs, cut postage 


HALOID 
XEROX 
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How to combine functional design 


_ with a style-wise office -- 


specify the “Designer Line’’ of 


metal office furniture by PEERLESS 


Today, style in the modern business office is a 
“‘must’’. But too often, style is featured at the expense 
of equipment function. Or, the functional factor 
actually is over emphasized to where style has been 
completely sacrificed. 


Combine both and you have the Nth degree of 
business office layout. To be sure of this effective 
combination get all the facts about the new ‘‘Designer 
Line’”’ by Peerless. 


Here’s the best way to do just that. Write today for 
a copy of the just-off-the-press ‘“‘Designer’’ brochure. 
Fully illustrated are double and single pedestal desks, 
credenzas and modern typewriter wings. Also featured 
are modular pedestals and work surface tops in a wide 
range of sizes and styles. 


Just ask for a copy of Brochure #141. . 
nearby authorized Peerless Dealer . . 
direct. 


. from your 
. or write us 


STEEL EQUIPMENT CO. | 


6600 Hasbrook Ave., Philadelphia 11, Po 


NEW YORK CHICAGO HOUSTON LOS ANGELES 


PEERLESS 
: 
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Accountants note financial 
reporting improvements 

Stockholders and the public are re. 
ceiving more complete and informative 
financial statements, according to the 
twelfth annual edition of Accounting 
Trends and Techniques which was 
published on October 8, 1958 by the 
American Institute of Certified Public 
Accountants. 


The present edition of Accounting 
Trends and Techniques contains a sur- 
vey of annual reports and accounting 
practices of 600 industrial corporations 
for 1957. The survey reveals that near- 
ly all of the companies studied presen- 
ted complete sets of balance sheets, in- 
come statements, and surplus statements. 
In addition to these basic reports, 408 of 
the corporations highlighted their re- 
ports with simplified charts and tables. 
Only 243 companies had used this “re- 
sults at a glance” type of presentation 
in 1950. Furthermore, it has been 
found that twice as many companies 
are presenting data frem prior years 
as a basis for comparison today as did a 
decade ago. 

The traditional title “profit and loss 
statement” has almost disappeared 
from accounting terminology. Only 
39 of the companies studied used this 
designation as compared with 236 in 
1946. ‘Titles such as “income state- 
ment” and “statement of earnings” are 
now more popular. The term “bal- 
ance sheet,” while still the most com- 
mon, has lost ground to such expres- 
sions as “statement of financial posi- 
tion” or “statement of financial condi- 
tion.” 


NASS conference stresses 
suggestion plan expansion 


Methods of developing employee 
ideas in industry were discussed, and 
awards to government agencies and 
companies with the best employee sug- 
gestion programs were presented, at 
the October 26-29 conference of the 
National Association of Suggestion Sy- 
stems in Buffalo, N. Y. 


Among feature speakers at the con- 
ference were J. Louis Irwin, director 
of industrial relations, Lukens Steel 
Co.; Kenneth J. Farthing, general ad- 
vertising manager of Canadian West- 
inghouse; and Walter B. Kellogg of 
Buick Motor Div., General Motors 
Corp. They talked about “Ideas, Keys 
to the Future,” and how employee 
ideas can be effectively mined by in- 
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ondi- Whether it’s for ledgers or for 

lithographing . . . or for scores of other 

uses ... Nekoosa makes a paper for every 

” business and for almost every business 
requirement. Are you using Nekoosa Papers 
— now? If not, discover for yourself why they 


are among the largest selling papers in America. 


Nekoosa Bond 

Nekoosa Ledger 

Nekoosa Duplicator 
Nekoosa Mimeo 

Nekoosa Manifold 
Nekoosa Offset 

Nekoosa Fax 

Nekoosa Opaque 

Nekoosa Master-Lucent and 
companion ARDOR Papers 


9 @8en geee*” 


NEKOOSA-EDWARDS PAPER COMPANY 
Port Edwards, Wisconsin 


‘ors Mills at Port Edwards and Nekoosa, Wisconsin, 
eys and Potsdam, New York 
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NEW! 


copies in 
less than 
4 seconds! 


The “Thermo-Fax” Copying Machine 


if it’s speed you need...try this! 


No other copy method can match the less-than-4-second speed of the all-new 
THERMO-FAX “Secretary” Copying Machine. That’s because no other 
copy method is completely dry and truly All-Electric. There are no chemi- 
cals to pour in this really modern copy maker. Nor any negatives to make. 
You simply copy business facts and figures by electricity alone . . . and 
for as little as 5¢ per copy. To see how you'll save more time and money 
with dry process copying, call your nearby dealer (he’s listed in the Yellow 
Pages). Or send coupon below for details. 


< J Thermo-Fax 


COPYING PRODUCTS 


“Thermo-Fax” and “Secretary” are 
3M Company trademarks 


Pee 3M Company, Dept. KN-128, St. Paul 6, Minn. 
4 SECONDS Send full information on the all-new THERMO-FAX 
*‘Secretary’’ Copying Machine. 


Name 
Cc ileal 
Address 
City Zone State 
TMiientsora finine ano JYfanuracturinc company (3M } : 
seeeeeeeeeeseeees WHERE RESEARCH IS THE KEY TO TOMORROW ....... es 
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dustry. Richard Jackson, Assistant 
Secretary of the Navy, told delegates 
about the many improvement ideas 
produced by the Navy’s Suggestion 
Award Plan. 

Other speakers cited the thousands 
of worth-while improvements that had 
been brought about in their compan- 
ies from employee ideas. 

The conference also heard a panel 
of twelve discuss ways and means of 
streamlining and developing employee 
suggestion plans. Representatives from 
Nationwide Insurance, Owens-Corning 
Fibergla, AVCO Manufacturing, 
Firestone Tire & Rubber, Standard Oj] 
of New Jersey, and others participating 
in the session exhibited new approach- 
es for developing employee idea pro- 
grams. Detailed studies of practically 
all phases of suggestion plan activity 
were discussed. 

NASS annual awards for outstand. 
ing achievement in employee sugges- 
tion plan endeavor were voted to Ab- 
bott Laboratories of North Chicago, In- 
ternational Business Machines Corp. of 
New York, the Department of the 
Army, Washington, and to the Port 
of New York Authority. 

The Abbott Laboratory prize was for 
the highest rate of improvement, while 
the IBM award was for the highest 
employee participation—2,750 ideas per 
1,000 employees. The Department of 
the Army’s “Oscar” was for the best im- 
provement rate among all government 
agencies for 1957, and the Port of New 
York Authority received honors for 
the highest employee participation 
among government agencies. 


Jewel Tea economist reports 


inflation has reached peak 


Signs that inflation may have reach- 
ed its peak, and that we are on the 
threshold of a long period of level 
prices were pointed out by Dr. William 
W. Tongue, economist with the Jewel 
Tea Co., in a keynote address delivered 
at the 12th Annual Conference of the 
Council on Employee Benefit Plans on 
October 16th. 

The two-day conference, which con- 
vened in New York’s Commodore Ho- 
tel for the purpose of studying the 
“fringe benefits” enjoyed by American 
employees, including the effects of in- 
flation on retirement incomes, heard 
Dr. Tongue state that “despite the in- 
fluence of factors making for inflation, 
the signs are multiplying that a turn in 
the inflation tide may not be far off.” 


OFFICE MANAGEMENT 
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How to spot 
the 32 Elm account 
in 1% seconds 


NEW MOSLER REVO-FILE gives you 


accounts receivable fast...obsoletes all other card files 


No fall out! Exclusive patented Revo-File belt keeps No attachments! No hole punching! Cards not at- No effort! Cards come to clerks with spin of drum. 
cards perfectly in place, protects against wear. If tached to drum. Just drop your present cards into Revo-File available in manual and automatic elec- 
you have 2,500 or more cards, Revo-File is for you. Revo-File. tric mode's 


New Mosler Revo-File is the unique rotary active-card file. It’s 
the only rotary card file that: cuts reference time to 1% seconds; 
contains 5 times as many cards as other systems hold in the 
same space; reduces all finding locations to just one; eliminates 
changeover costs. Now there’s no more tugging, toting, flap- 
flipping or pulling... Revo-File is modern...clerks work while 
comfortably seated. And remember, one quick spin of the Revo- 
File drum gives you the card you want...in just 1% seconds. 
For further information, send coupon today. 


NEW MOSLER REVO-FILE 


... the modern rotary card file... another fine product of 
The Mosler Safe Co: ,320 Fifth Avenue, New York1,N.Y. 


_ Sesire tei eesleaugnnenen: Deira hon, | 


REVO-FILE DIVISION * THE MOSLER SAFE CO 

Department OM-1258, 320 Fifth Avenue, New York 1, N. Y. 

Gentlemen: | have 2,500 or more cards and— 

[] | am interested in additional informat'on on Mosler 
Revo-File. 

C | am interested in a free 30-day office trial of Mosler 
Revo-File. 

Name 

Position - 

Company. = 

Address_ 

City. Zone___State. 
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office management 


leads the field with its news and analysis of 


AUTOMATION IN THE OFFICE 


As far back as August 1952 when Automation was a word heard 
only in closed conferences, OFFICE MANAGEMENT released 
what is believed to be the first significant discussion of Auto- 
mation in the office field, “Electronics in the Office’, featuring 
the opinions of David Sarnoff, Chairman of the Board at R.C.A. 
and John S. Coleman, President, Burroughs Adding Machine 


Company. 


Since the appearance of this article in the August issue of 1952, 
OFFICE MANAGEMENT has published articles on Automation 
on a regular basis to keep the office field abreast of everything 
new On this modern technique. Here are some typical ones: 


JANUARY, 1958 


How to prepare an office for a com- 
puter installation 
FEBRUARY, 1958 
Basic steps in programming a com- 
puter for a single operation 
by Ben Conway 
YEARBOOK ISSUE, MARCH 15, 1958 
Spread of office automation slowed 
by cautious business mood in 1957 
by Robert M. Smith 
JUNE, 1958 
Why small companies may need au- 
tomation even more than larger con- 
cerns 
by Robert M. Smith 


JULY 1958 
Why small companies need automa- 
tion even more than larger concerns 
Part 2 Equipment for ‘Automation 
in the Office" 
AUGUST 1958 
Why small companies need automa- 
tion even more than larger concerns. 
(Conclusion) 
SEPTEMBER 1958. 
The role of automation in freeing 
managers for more creative work. 
OCTOBER 1958 

y new computer coding techni- 
ques may accelerate pace of office 
automation—by Robert M. Smith 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new 
systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment into an overall operation. 
Importantly, while it can and does employ the latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental type of machines and equipment. Equipment presently 
in use in every modern office in America can be geared in one way or 


another to Automation. 


As new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


212 Fifth Avenue 


New York 10, N. Y. 


A Geyer-McAllister Publication 
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Cited as the basic deflationary sign by 
Dr. Tongue is the leveling off of rises 
in areas important to the general price 
level increases in the past few years. 
The outlook for the next year or two, 
he stated, “is for declines in some basic 
areas, such as food, and for at least a 
moderating of the rise in others, such 
as rent, medical care, utilities, and 
other services.” 


The concern of public officials for a 
devaluated dollar, and their willing- 
ness to run the risks of deflation were 
also cited by Dr. Tongue as strong 
anti-inflationary influences. “The will- 
ingness to hold the monetary reins 
tightly while the business recession was 
beginning in 1957, and then to tighten 
up quickly again this past summer 
even though unemployment was at the 
highest level witnessed in the postwar 
period, reflects the great concern of 
public officials and the public generally 
with inflation, and indicates a willing- 
ness to run risks of deflation that 
would have been unthinkable ten years 
ago,” he declared. “Such action,” he 
said, “is an indication that we are 
taking bold steps in the area of public 
policy to hold down inflationary for- 
ces. 


Universities offer under- 
graduate computer courses 


The electronic computer, once con- 
sidered to be the exclusive instrument 
of large business enterprises, is now 
being used in several collegiate under- 
graduate curriculums, according to 
Philip M. Zenner, president, Royal 
McBee Corp. 


The expanding use of computers in 
the universities, Mr. Zenner reports, has 
become possible through the develop- 
ment of compact, low-cost machines 
which schools of almost any size can 
afford. More than a dozen colleges 
and universities are now using the 
LGP-30 electronic computer, which is 


manufactured by Mr. Zenner’s com- * 


pany. 
Lehigh University, Bethlehem, Pa., 


and Ohio University, Athens, O., are 


among several institutions which are 
offering courses in computer training 
to undergraduates, including students 
in business management. Many of the 
college have indicated that they expect 
to expand these courses in the future. 


While computer training is most of- 
ten thought to be scientific training for 


OFFICE MANAGEMENT 
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KEEPS TRACK OF MILLIONS DAILY 


NEW YORK, N.Y. 

The operations of hundreds of clerks in Merrill Lynch, Pierce, 
Fenner and Smith’s 125 offices are backed up by Recordak 
Microfilming in the Home Office cashier’s department. 

Outgoing stock and bond certificates worth millions—along 
with the related charge-out orders—are whisked through a 
Recordak Microfilmer before being forwarded to customers and 
other brokers. (Hundreds of front-and-back pictures are made 
in a minute. Films are developed by local Recordak Processing 
Station .. . are ready for use the next morning.) 

Thus, should a “common” stock certificate ever be charged 
out as “‘preferred,”’ the error can be spotted in a Recordak Film 
Reader in minutes—saving days or weeks of tracing, and 
sparing customers considerable inconvenience. 


ecooveveeeoeeoeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee8288282888808080 


Short cuts with Recordak Microfilming 


Latest reports on how this low-cost photographic process is simplifying routines 
for more than 100 different types of business . . . thousands of concerns 


eoceoeeoeeeeoeeee eee eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeene 


om 


BILLING MADE EASIER 
BOSTON, MASS. 

The 125-year-old S. S. Pierce Company is world-renowned for 
its products, customer service, and handsome catalog, The 
Epicure, which is distributed semiannually to more than 100,000 
connoisseurs of fine foods. 

Recordak Microfilming makes it easier to bill the thousands 
of charge account customers who order through The Epicure or 
trade directly with the firm’s eight stores (three in Boston, four 
in suburbs, one in West Hartford, Conn.). This low-cost photo- 
graphic process lets S. S. Pierce return the original sales checks 
to the customer with a brief statement—does away with typing 
an itemized bill. This reduces billing costs. Also eliminates copy- 
ing errors and delays in mailing. 


HOW YOU CAN 
PROFIT, TOO 


Chances are Recordak 
Microfilming is now 
simplifying routines just 
like yours. Write today 
for free booklet giving 
over-all picture and de- 
tails on Recordak Micro- 
filmers, priced as low as 
$550. No obligation 


whatsoever! “Recordak”’ is a trademark 


Price quoted subject to change without notice. 


SRECORDRK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming— 
now in its 3lst year 


eceescecee MAIL COUPON TODAY «eee . 

SPEEDS HANDLING OF DEALER PAYMENTS * RECORDAK CORPORATION ° 
FORT MADISON, IOWA : 415 Madison Avenue, New York 17, N. Y. 4 
It used to take the W. A. Sheaffer Pen Co. 14 man-hours daily ° Please send free copy of e 
to balance payments from dealers and prepare cash journal : “Short Cuts that Save Millions.” ° 
sheets. Now payments are handled in less than 5 hours. New e saat . 
system made possible by Recordak Microfilming substitutes Name Position ° 
a film record of remittance papers for cash journal sheets. * Company. ° 
This also speeds Credit Department work—lets them check : - 
past receipts immediately in Recordak Film Reader. In addi- ; ‘Street ° 
tion, Recordak Microfilming cuts filing space and improves * City. State . 
internal control. eer eeeeeee eee ee eeeeeeeeeeeeeeeeeeeeeeeeee 
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A Baltimore Business Forms 


PROBLEM: High volume of factory orders, each requiring the 


completion of 9 different forms 


SOLUTION: Baltimore Business Forms’ Continuous Handytab 
Forms, plus imagination 


Here’s a case where the creative think- 
ing of Baltimore’s trained forms de- 
signers turned a headache into a simple, 
efficient operation. Factory paperwork 
called for the writing of nine different 
forms to cover each order . . . and 
there were lots of orders. 

The problem was solved with a com- 
bination set of Baltimore’s Handytab 
Continuous Forms, fed into the type- 
writer as a unit. One typing completed 
all nine forms, and up to 500 orders 
could be handled without reloading. 

The completed forms were removed 
as two separately bound sets. From the 
first set, the customer acknowledgement 
copy was removed and immediately 
mailed. The balance of the set, contain- 
ing original and duplicate invoice, 
accounts receivable copy, posting copy, 
and extra copy, was retained in a 
vertical file and completed upon notice 
of shipment. 

The second set was sent as a unit to 
the plant to supply production infor- 
mation. Quantity shipped, and other 


shipping data was inserted by pencil 
or typewriter. The set was separated, 
supplying packing slip, shipping label, 
factory record copy, and district office 
notification of shipment copy. Factory 
record copy was then forwarded to 
billing for completion of invoice. 

If your operation handles a high 
volume of orders, perhaps this system, 
or a modification thereof, is for you. 
A Baltimore Business Forms trained 
forms designer can quickly analyze your 
problem and, selecting from a complete 
line, suggest the most practical forms 
for you. Odds are, he’ll find ways to 
save you time and money. 

Give your Baltimore Business Forms 
Representative a call . . . no obligation, 
of course. He’s listed in the Yellow Pages 
under “Business Forms” or “Sales 
Books.” If you prefer, write direct, out- 
lining your problem, for free samples 
and recommendations. The address 
is: THE BALTIMORE BUSINESS FORMS 
ComPANY, 3134 Frederick Ave., Balti- 
more 29, Maryland. 


Baltimore Business Forms 


THE BALTIMORE BUSINESS FORMS COMPANY — DIVISION OF THE BALTIMORE SALESBOOK COMPANY 


Saving time and reducing costs in business and industry 


SSSR ET AT AS 


CONTINUOUS 
ba FORMS 


NCR FORMS \% 
(no carbon required) * 


HANDYSET ONE-TIME 
CARBON FORMS 


COUNTER REGISTERS 


4 
4 


AND FORMS 


14 Use Readers’ Inquiry Coupon on Page 88 


| 


graduate students, educators at Lehigh 
and Ohio believe that the nation’s fu- 
ture business managers, engineers, sci- 
entists and teachers must begin their 
acquaintanceship with this basic instru- 
ment of the electronic age as early as 
possible. Dean D. R. Clippinger of 
Ohio University observes that “with 
digital computing playing such an im- 
portant role in so many industries and 
defense projects, there can be no doubt 
as to the future demands on computer 
education in the universities.” 

Also typical of general faculty atti- 
tude is the statement by one professor 
who teaches electronic computer 
courses at Lehigh. He maintains that 
“effective and efficient data processing 
is the price every business will have 
to pay for its very existence in the next 
quarter century; we must turn out men 
who have a thorough understanding 
of it.” 


In Short 


NOMA workshops discuss 
individual idea development 

Ways and means of creating the 
proper climate for the development of 
individual ideas on the job were con- 
sidered by the Mideast Coast States 
Area of the National Office Manage- 
ment Association during its two-day 
workshops held in Atlantic City, N. J., 
October 17th and 18th. 

The workshops were led by Stanford 
S. Kight, Director of Fels Group Dyna- 
mics Center, University of Delaware, 
and Dr. B. B. Goldner, Director of the 
School of Creative Thinking, LaSalle 
College, Philadelphia. 

Discussion was devoted to manage- 
ment’s responsibilities in giving to each 
man on the job the opportunity to ac- 
complish his work with as much lati- 
tude as possible, thus providing the 
stimulus for innovation. Dr. B. B. 
Goldner told the assembled executives 
that American business must create a 
climate favorable to the growth of 
new ideas. “In our present industrial 
environment,” he said, “it often isn’t 
safe to come up with new ideas. Mis- 
takes can be so costly, executives shun 
creative suggestions. This keeps Amer- 
ica from growing to its full potential.” 

Dr. Goldner declared that “business 
executives must be bolder if they want 
to prosper. They must be sympathetic 
to new ideas. They must encourage 
them rather than dodge them.” 
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a completely new office photocopy process... 


- 


DECEMBER 1958 


ppt anal cialan aia ian ia a iaaieiiaiaiaais: 


Peerless Photo Products, Inc. 
Shoreham, Long Island, New York 


Gentlemen: 

Please send me information about the completely new office 
photocopy process which: 
1. makes unlimited copies of superior quality from one negative. 
2. makes right-reading copies in one-sheet operation. 
3. eliminates peel-apart and throw-away sheet. 
4. can be adapted to any office copy equipment. 


5. cuts cost, time and labor. 


NAME_ . a 

ee apc Scanning en —— —a 
Steet ___. — a . — 

CITY ZONE STATE__ 
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No matter who you are... 


S 


Look in the Yellow Pages 
under “Linen Supply” 
or “Towel Supply” 


Note: Noinvestment, no maintenance, 
no inventory. Everything is furnished 
and serviced by your linen supplier, at 
low cost, and tailored to your needs. 


A\ = 


You only call once to arrange for regular, 
dependable delivery of all your linen 
requirements. You get the luxury and 
quality of cotton cloth. (And, of course, 
there is no substitute for cloth.) 

The nearest Linen Supplier is no further 
away than your telephone. Call today. 


Linen Supply 


ASSOCIATION OF AMERICA 


and National Cotton Council 
22 W. MONROE ST., CHICAGO B, ILL. 
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Massachusetts Life reports 
group insurance rise 

New group business, especially in 
the group accident and health and 
group pension fields, has substantially 
increased during the first three quar- 
ters of this year, the Massachusetts Mu- 
tual Life Insurance Co., Springfield, 
Mass., reports. 

Measured by premium income, new 
group insurance contracts written by 
the company increased 36 per cent dur. 
ing the first three quarters of 1958 as 
compared with the same period of the 
previous year. Estimated annual pre 
miums from the new group busines 
totaled $8,336,497, which compares to 
$6,130,510 in the same period of 1957, 
The company reports that in the group 
accident and health, and in the group 
pension fields, premium income rose 
31 per cent and 71 per cent respec- 
tively. 

Commenting on the increase, pres- 
ident Leland J. Kalmbach said that] 
“our record for the first nine months 
of 1958 tends to show that the recent 
business downturn has not affected the 
continuing interest of American em- 
ployers in providing group protection 
for their employees.” 

Mr. Kalmbach pointed out that new 
group insurance written so far this 
year covered 60,360 employees as com- 
pared to only 55,151 during the same 
period of 1957. The number of new 
group policyholders and present policy- 
holders expanding existing coverages, 
he said, has increased from 98g in the 
first three quarters of 1957 to 1,128 
during the comparable period of 1958. 


Film series to aid office 
supervisors is released 

Six motion pictures in sound and 
color, called the Office Supervisor's 
Problems series, have been released by 
the McGraw-Hill Book Company, Inc. 
of New York. They have been pro- 
duced in cooperation with the National 
Office Management Association, and 
are designed to help first-line super- 
visors to improve human relations in 
the office. Each film presents a typical 
problem involving the supervisor and 
the workers he supervises. The features 
of the situation are given in such a 
way as to stimulate discussion by the 
viewing group on methods of handling 
the problem. A Discussion Leader's 
Manual is provided to give detailed 
suggestions for using the motion pic- 
tures in management training pro- 
grams. The films are based on actual 
case study material. 
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How | GrayLine | simplified Expense Reports 
help you meet 1959 income tax requirements 


THEY COST SO LITTLE = 


ORDER TODAY! A year’s supply—50 weekly sets 
—in plastic envelope to keep them clean and handy. 
Also available in boxes of 500. Ask for Wilson Jones 
No. 44-950. 


WILSON JONES 


BETTER BUSINESS FORMS...EASIER TO USE 


You will do right by yourself and stay right with Uncle Sam by keeping a 
complete, accurate record of your 1959 deductible and reimbursed expenses 
with GrayLine “Snap-A-Way” Expense Report forms. 


2-part ‘‘Snap-A-Way” form provides quick, accurate record in dupli- 
cate ... with one writing. 


All headings are there for easy, fast recording. Auditing space on back 
of employer’s copy. Room for expenses not reimbursed, auto and credit- 
card expenses on back of employee’s copy. Complete, time-saving sum- 
maries ready when preparing your tax return in 1960. 

GrayLine “Snap-A-Way” Expense Reports cost you less than 4¢ per week. 
If your stationery dealer cannot supply you, mail coupon. 


emootcorrcrrrrrrenrenae ee 


209 South Jefferson Street 
WILSON JONES COMPANY Chicago 6, Illinois 


Please send me a Free sample Expense Report Form and complete 
information about it. 


Address 


Our usual office supply source is 


OmM-!2 
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One of the stepping stones to success is the ability to get 
the inside word on what’s going on in your business. 
There’s no better source for that word than the business- 
paper serving your particular field. 


In fact, there’s no other source so complete, so timely, so 
authoritative. For facts. For news of the trade or industry. 
For fresh ideas in design, engineering, production, market- 
ing. For the special information a man in any business 
needs to make decisions. 

The man on the rise, like the man on top, reads his business- 
paper . . . searchingly, carefully, thoroughly. Searchingly, 


One of a series of advertisements prepared by THE ASSOCIATED BUSINESS PUBLICATIONS 


WHERE THERE’S BUSINESS ACTION THERE’S A BUSINESSPAPER 


for information he must have. Carefully, because he’s 
reading for profit, not for pleasure. Thoroughly, because 
he wants to know, what’s in it for me? And, for these 
reasons, he reads the advertising with the same intense 
concentration he devotes to the editorial pages. 

To keep on rising in your field take out your own sub- 
scription to your businesspaper. Then read every issue. 
Searchingly. Carefully. Thoroughly. 


Subscription: United States and Possessions $4.00 a year. All other 
countries $9.00 a year. 
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The Magazine for Management Executives 


New York 10, N. Y. 


212 Fifth Avenue 
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People in the News 


Robert L. Dickson, administrative 
vice president and controller, Walter 
Kidde & Company, Inc., Belleville, 
N. J., has been elected president of 
Controllership Foundation, Inc., New 
York, a research arm of the Controllers 
Institute of America. 


Dr. Howard T. Engstrom has re- 
urned to the Remington Rand Univac 
Division, Sperry Rand Corporation, as 
vice president and director of market- 
ing of Univac scientific and military 
ystems. 

John P. Atkinson, formerly executive 
sistant to IBM executive vice presi- 
dent Albert L. Williams, is now as- 
istant director of personnel for Inter- 
national Business Machines Corpora- 
tion, New York. 

George A. Hagerty has been pro- 
moted to manager of the marketing 
ection of the Computer Department 
of the General Electric Company, 
Phoenix, Ariz. 


8 


Ethel Langtry is director of the Re- 
til Research Institute, National Re- 
til Merchants Association, New York, 
replacing Arnold Skinner, who has 
resigned. 

Harold F. Hatch, formerly associate 
controller, has been elevated to second 
vice president in charge of the newly 
created Electronic Computer and Data 
Processing Dept. at John Hancock 
Mutual Life Insurance Co., Boston. 

Fortune P. Ryan, executive vice presi- 
dent, Royal McBee Corp., Port Chester, 
N. Y., has been elected president of 
the Office Equipment Manufacturers 
Institute. 

S. T. Scheinman, president of Cole 
Steel Equipment Co., New York, has 
been named chairman of the Office 
Furniture Div. of Muscular Dystrophy 
Associations of America, Inc. 

H. W. Shaw, administrator of rec- 
ords control for Kaiser Steel Corp., 
Oakland, Calif., has been elected presi- 
dent of the American Records Man- 
agement Association. 

G. Eldon Tufts, accounting super- 
visor at the Danvers, Mass. plant of 
Sylvania Electric Products, Inc., has 
been elected president of the National 
Management Association. 

Carl W. Brenn, General Manager 
of Autographic Business Forms, Inc., 
Hoboken, N. J., died suddenly of a 
heart attack on October 3oth at the age 
of 62. 


DECEMBER 1958 


a 


Translation: quit!" 


Hard-to-replace secretary on 
the brink of farewell — fed 
“up to here” with her big 
boss’s small-time office. 
Cramped, cluttered, destroy- 
ing morale and productivity. 


Then along came 


the Invincible Man* 


with the office plan 


... to turn “the littered look” into a magnificent 
symbol of achievement. A spacious executive 
desk — two-tone with smart Aerogrill panel and 
leg bases . . . and an impressive modular cabi- 
net grouping. ( Did the girl quit? Of course not! ) 

For any executive or professional or general 
office, the Invincible man can quickly plan strik- 
ing new beauty, convenience and efficiency from 
Invincible’s truly complete line. 


ok Not really wearing shining 
armor, the Invincible Man 
is nevertheless a doer of 
great deeds. Call on him 
for periodic office planning 
check ups. 


Business-engineered 
for better 
business living 


METAL FURNITURE COMPANY 
MANITOWOC, WISCONSIN 


INVINCIBLE 
2 METAL FURNITURE COMPANY 
Dept. B-12, Manitowoc, Wisconsin 


Without cost or obligation please send Invincible 
brochure and Planning Kit Survey Form. 


Name 


Send coupon today 
for colorful Invincible 
brochure and sample 
Survey Form from « 
the Invincible Man's 
Planning Kit. 


Firm. 


Add. 


City. 


posimnnqeee tee Dbenentesseneetis 


'N CANADA: A. R. Davey Co., Ltd., Ad 
1162 Caledonia Road, Toronto 10 = 


Use Readers’ Inquiry Coupon on Page 88 19 


ee 
SE Ee Png , i 4 
PE 3: ~*~ | . 
cS “ 
es yy - 
ge 2 wee ae 
i x ae a ; = ee 
Bee & — 
’, aa - ' 
: ; ninja » a. 
; — ’ eg 3 | En sat 
; Ee { : 
a a 
ae 
’ - : 
| i< 
| = 
a.) : = 
. 4 | 
4 = , LA | 
_) Neg 
" 4 
puget ._ ' so -— 7 | ba? 
F é ee. a — —— - 
‘ " ides ‘ ae Bite: a) - — 2 : | = ‘ 
ae 2 we ee ice ae 
; : 5 a iv’ | " ce = hes oS 
¥ iss = gi ee Se | ae 
: 74 “A. Gg : ef al — | 
' | oa 2 Pat § 
| #22. 8 ¢7Ee 
“re Pyle 2. 6 *_ (ae | 
mp — | es aoe yg 3 ae | e 
{ mm F - "y ¥ “i a of a 
° , . “ aa a ? B al = 
* al fe - oe : é ies 
na sce me - aes ie. x 22 ke 
- ees a Pa 4 em ae Re 
_—— —o Seo 
OS Oe oe ee ET ae? 
: ae ee ta ~ aa vas Ripe Se 
ER a ie 
 ———— oa <q wii hoc ee Sg : eee GBP ee ees “pS 
he’s ek: 
‘ause ie 
hese be: 
enseé £ } 
sue. ) ie 
To, : 
other ee Ss 
aby a FEI C 08 00 1c. -oocescesecoeneconnennenectusoussonsnenusesteaitininteitie : 
f 2 
a / Say 2 _ 
i > a 
,{o | & - 
es a _ 
| i 
* 
. | os 
i a et ae a <n a ~ = a Pay oo ve i . 28 me -_ ae os sy ee as fe ee ev aoe aah alee yes 


AMA 
Worl 
York 
Spon 
ciatic 


AMA 
the ' 
Janu 
Spon 


ciati¢ 


aa a 


Full Keyboard With Setti Storage Register Sp 
Direct Addition & Subtraction With or Without Automatic Keyboard Clearance 
Automatic Short-Cut Multiplication Through Live Multiplier Keys 
= ; : Shag > Automatic Transfer From Product Register to Keyboard 

mage a Transfer From Storage Register to Product Register — : x 
Sa ari Electric Carriage Shift'to Right or Left Automatic Carriage Return is M 
7 i CZ Electric Dials Clearance —_ Individual Setting Knobs vere > 


Automatic Positive or Negative Divi an} with Automatic Lineup 
of Dividend and Divisor 


PLUS DIEHL Calculator Division — 


CONTROL SYSTEMS, INC. 


ee = tei “| Sieenen Street + Ne ever 2-0045 Sue : el 
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Coming Events 


AMA Seminar: Managing the Office 
Work Simplification Program. New 
York, January 5-7. 

Sponsors American Management Asso- 


ciation. Place: Astor Hotel. 


AMA Seminar: Changing Patterns of 
the Office Manager’s Job. New York, 
January 5-9. 

Sponsor: American Management Asso- 
ciation. Place: Astor Hotel. 


AMA Seminar: Automation in the 
Office—Principles, Pitfalls, Tech- 
niques and Applications. New York, 
January 19-23. 

Sponsor: American Management Asso- 


ciation. Place: Astor Hotel. 


National Credit Conference. Chicago, 
January 22-23. 
Sponsor: American Bankers Associa- 


tion. Place: La Salle Hotel. 


Annual Industrial Engineering Insti- 
tute. Berkeley, Calif., February 6-7. 
Sponsor: University of California. 


Place: Berkeley Campus. 


Midwinter Trust Conference. New 
York, February 9-11. 
Sponsor: American Bankers Associa- 


tion. Place: Waldorf-Astoria Hotel. 


NAA Regional Conference. 
Okla., February 27-29. 
Sponsor: National Association of Ac- 


countants. Place: Mayo’ Hotel. 


Tulsa, 


CIA Southern Regional Conference. 
New Orleans, March 5-7. 


Sponsor: Controllers Institute of Amer- 
ica. Place: Roosevelt Hotel. 


AMA Seminar: Reducing and Con- 
trolling the Costs of Office and Ad- 
ministrative Overhead. New York, 
March 9-11. 


Sponsor: American Management Asso- 
ciation. Place: Astor Hotel. 


AMA Seminar: Preparation and Use 
of Procedures Manuals. New York, 
March 18-20. 


Sponsor: American Management Asso- 
ciation. Place: Astor Hotel. 


Annual Systems and Procedures Con- 
ference. San Francisco, March 10. 
Sponsor: University of California. 


Place: Fairmont Hotel. 


Annual Conference of the Connecti- 
cut Personnel Association. New Ha- 
ven, March 31. 

Sponsor: Connecticut Personnel Asso- 


ciation. Place: Yale University. 
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THE 1958 election furor over, it’s 
interesting to note the performance 
of the computers used by the TV 
networks to predict election results 
on the basis of early returns. We 
suggested in this column a month 
before election that those interested 
in seeing just how accurate a fore- 
casting aid an electronic data proc- 
essor might be would be well ad- 
vised to check early computer pre- 
dictions against final November 4 
results. 


THE computers proved their mettle. 
It was prefectly obvious, of course, 
that a Democratic sweep was in the 
making early in the evening, but 
only the electronic data processors 
were able to predict at an early hour 
the exact dimensions of that sweep. 
At 7:10 P.M., CBS presented the 
first Remington Rand Univac esti- 
mate of the new alignment of the 
House of Representatives. Error as 
compared with final returns: zero. 
An hour later, a prediction was 
made concerning the party division 
in the Senate. Error: one seat. NBC 
did not use its IBM 305 for predic- 
tion purposes, but rather to keep a 
running total on actual returns. 
However, ABC, using an Under- 
wood Electronic Business Computer 
predicted both House and Senate 
counts at 7:15. House tally was off 
by two seats; Senate count correct. 
THIS month, our popular “Tools” 
feature boosts a new category— 
“Books of Interest to the Office 
Administrator.” In it we attempt 
to present an overall view of current 
works of significance to all con- 
cerned with the rapidly changing 
modern office. 

IT is a rich harvest of books on the 
current scene, another indication, 
if any is needed, of the many dif- 
ferent fields encompassed in the 
phrase, “Office Management.” And 
we think that such books are a 
logical entry in the “Tools” series 
because perhaps the most important 
aid a manager can have these days 
is knowledge—knowledge of tech- 
niques, of human relations, of the 
principles of good communication. 
Logic, imagination, and infinite pa- 
tience will always be the first at- 
tributes of the good administrator, 


but they are no longer sufficient in 
themselves. He must have a wide 
range of general information as well, 
and beyond that, a reference library 
which will enable him to find any 
specific information he needs. 
TO a large degree, this is also the 
purpose of our Yearbook issue, the 
1959 edition of which will be pub- 
lished next month. Naturally, the 
Yearbook, since it covers all the 
major fields of interest to office ad- 
ministration, cannot present as de- 
tailed a picture as complete books 
on a given field, but it attempts to 
present a comprehensive view of the 
major events and trends of the year 
past, and the expectations for the 
year to come. 

APROPOS of last month’s discus- 
sion in this column on the gradual 
disappearance of the wage differ- 
ential between office and factory 
workers, and the necessity for the 
office to eliminate rigid stratifica- 
tion of workers if it is to continue 
to draw well qualified personnel, we 
note that AFL-CIO economists, 
recognizing the rising proportion of 
clerical workers to production work- 
ers, recently reported that organized 
labor would have to make much 
stronger efforts to organize clerical 
workers if it hopes to retain its pres- 
ent proportion of the work force. 
Last month, too, witnessed what is 
probably the largest strike ever 
called by white collar workers—the 
walkout of eight thousand clerical 
workers and engineers at the Chrys- 
ler Corporation. 

STRAWS in the wind? Very pos- 
sibly. It does seem certain that the 
unions will begin to eye office work- 
ers with increasing interest if the 
ratio of clerical workers to produc- 
tion workers continues its rise. And 
such a continuing rise seems as cer- 
tain as anything can be in an un- 
certain world. The implications of 
possible unionization of office em- 
ployees on a large scale are many 
and varied; we'll be discussing some 
of them in the Yearbook issue, and 
report further events in this area as 
they occur. 
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A. VIRGA, GENERAL MANAGER of the 
Original Crispy Pizza Crust Co., Inc. 


THIS NATIONAL ACCOUNTING MACHINE has increased record-keeping efficiency, 
reduced operating expenses for the Original Crispy Pizza 


“Our ational System 
saves us ‘0,400 a year... 


pays for itself every 11 months.’’_original Crispy Pizza Crust Co. Inc. 


New York City, N.Y. 


“Our business has increased 100% 
since we installed our National Sys- 
tem,” writes A. Virga, General Man- 
ager of the Original Crispy Pizza 
Crust Co., Inc. “Yet our National 
continues to handle all accounting 
work with maximum speed and effi- 
ciency. 

“We find that mechanization with 
a National has made important time- 
and money-savings for us. Overtime 
work that was necessary with the 
pen-and-ink method we used pre- 
viously has been completely elimi- 
nated. And because our National is 


simple to operate, anyone can quick- 
ly learn to use it. 

“Through reduced operating costs 
and increased record-keeping effi- 
ciency, our National System saves 
us $5,400 a year, pays for itself every 
11 months.” 


General Manager of the 
Original Crispy Pizza Crust Co., Inc. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES e HELPING BUSINESS SAVE MONEY 


Use Readers’ Inquiry Coupon on Page 88 


rust Co., Inc. 


Your business, too, can benefit from the 
increased economy made possible by 
a National System. Nationals pay for 
themselves quickly through savings, 
then continue to return a regular year- 
ly profit. National’s world-wide service 
organization will protect this profit. Ask 
us about the National Maintenance 


Plan. (See the yellow pages of 
your phone book.) Fp. 


*TRADE MARK REG. U.S. PAT. OFF. 
Wialional 
CASH REGISTERS * ADDING MACHINES 


ACCOUNTING MACHINES 


cr paper (No Carson Require) 
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Aims, techniques, results of statistical 


quality control in the office 


Various types of standard sampling procedures and 
method of determining “control limits’ of error percentage 


for a sample of given size outlined— 


by Robert M. Smith 


> «6 


“RANDOM” — “systematic,” “strati- 
fied,” “sequential” — which would you 
choose? If it sounds a little worse than 
Greek, it isn’t really. This is the lan- 
guage of statistics — of statistics at 
least as far as sampling is concerned. 
And sampling techniques, as was 
pointed out in this magazine last 
month, can be the basis of great im- 
provements in the quality of office pro- 
ducts—as well as a firm floor for sig- 
nificant improvements in the cost and 
efficiency picture of the office. 

Last month’s article discussed the 
theory and the arguments for the sam- 
pling procedure in quality control of 
office products. Let’s see now what 
some of the basic mathematical 
methods are that are used in sampling. 

In its simplest form sampling im- 
plies taking a part of the whole and 
gauging the texture of the whole from 
the part taken. As was pointed out 
last month, if even a minute sample is 
taken of a homogeneous whole — a 
liquid, say, like blood, or water from 
a municipal water system, the quality 
of the whole can be gauged with a 
high degree of accuracy from the sam- 
ple. As soon as separate units—auto- 
mobiles, invoices, typewriters, electric 
batteries, are involved, the element of 
variation enters the picture. Each of 
these individual units, even though 
each is produced on an assembly line, 
will differ in some degree from the 
other ones, as units drawn from a com- 
pletely homogeneous unseparated sub- 
stance will not. 

And these are the products of busi- 
ness and industry, as a rule, the pro- 
ducts of the office always-separate 
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units. Part of a work flow they may 
be, but they are not homogeneous in 
the sense that a fluid or a gas is. 


Therefore the sampling techniques 
used in such a stream to determine 
the consistency—the quality of the 
whole—must be more sophisticated 
than the samplings of a fluid or an en- 
tirely homogeneous substance. 


Basically, the techniques used in 
quality control in office or factory— 


the techniques used to determine the 
quality of a batch of individual pro- 
ducts—are these: 

Random sampling. This, although 
the simplest of the procedures, repre- 
sents a minimum safety factor. A sam- 
ple is of no use at all unless it is bas- 
ically a random sample. In other 
words, while a sample of 200 out of a 
batch of 2000 units might be satisfac- 
tory for control purposes, it would be 
comparatively unreliable if the checker 
were simply to check the first 200 
units for accuracy. If, however, he 
were to take individual samples or 
small isolated batches of five or ten 
units until he had reached a total of 
200 units, he would be in effect sam- 
pling throughout the entire range of 


It is important that “random” samples be taken to check 
accuracy through entire range of work batch 
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Many offices have found that a 20 per cent sample of each work batch gives good results . . . 


2000 units, and would be insured of a 
far better guarantee that the sample 
would be representative of the whole. 
“Lumping” his sample by taking 200 
units in a group would not give as 
good an indication of the quality of 
the batch as a whole. 

Random sampling is the simplest ac- 
ceptable technique — and gives the 
roughest results. Each subsequent sam- 
pling technique is a refinement of the 
random sampling system, and, to a 
degree, insures a greater degree of pre- 
cision in the utility of the sample as 
an indication of the quality of the 
whole. 

Systematic sampling is an adaptation 
of random sampling in which the 
units to be sampled are selected on 
some kind of regular basis — every 
tenth unit, for example, might be 
checked. This has the advantage of 
reducing the possibility of human error 
which might occur in completely ran- 
dom sampling, in which the individual 
checker might be tempted toward the 
end of a work period to start taking 
larger and larger random batches. As 
long as there is some regular interval 
between samples checked, and that reg- 
ular interval is adhered to by the check- 
er, systematic sampling offers a quite 
accurate indication of the quality of 
the batch as a whole, unless there is a 
periodic variation in the flow being 
sampled which would, in combination 
with systematic sampling, cause errors. 
For instance, if one were sampling for 
business volume per day instead of pro- 
duct quality, systematic sampling 
would be a bad bet since it might al- 
ways check sales on a Friday or Mon- 
day — obviously not completely repre- 
sentative days. When taken in terms 
of a more or less continuous rather 
than sporadic work flow process how- 
ever, systematic sampling is a refine- 
ment over the basic random sampling 
technique. 

Important in many office quality con- 
trol procedures is “stratified sampling” 
under which the size of the samples 
taken from different groups varies ac- 
cording to the relative importance of 
the group. 

For instance, a company checking the 
accuracy of its invoices might decree 
that a ten per cent sample be taken of 
all its invoices for amounts less than 
ten dollars; a twenty five per cent sam- 
ple for invoices over ten dollars, etc. 
Thus a higher degree of control would 
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be achieved for the invoices represent- 
ing the higher dollar amounts. 

“Sequential” sampling, although 
used more often in production quality 
control than in the office, may have 
office applications. Under this pro- 
cedure, a series of small samples is 
taken for the work batch being check- 
ed. If the first sample shows more 
than a minimum percentage of errors, 
a second sample is taken, if errors still 
show up, a third, and so on until it is 
definitely established whether the batch 
as a whole should be accepted or re- 
jected. 

Continuous sampling is used mainly 
in instances where it is difficult to di- 
vide the work into batches, where work 
proceeds on more or less of a contin- 
uous flow basis. The sampling in this 
instance is done on a continuous flow 
basis also. A certain percentage of 
the work flow is determined as the cor- 
rect sample size—say ten per cent. 
Units of the work flow are checked 100 
per cent until a given run of, say, 50 
units, occurs without a single error. 
Thereafter, every tenth unit is checked 
until an error appears. One hundred 
per cent checking is resumed until 50 
units occur without an error, and then 
the checking of every tenth unit only 
is resumed. 

As was pointed out in the previous 
article on statistical quality control 
(Office Management, November, 1958, 
page 25) the percentage of error in 
any given sample can vary from the 
percentage of error in the work batch 
from which the sample is taken. The 
extent by which the sample percentage 
can vary from the true percentage 
while still giving a high level of assur- 
ance that the true percentage is the 
desired figure or less (the maximum 
permissible error rate determined by 
the company) determines the control 
limits on the control chart. 

Basis for these limits is the “standard 
deviation from the average,” a unit of 
measurement which determines the 
variation from the average (the true 
percentage of error in the work batch) 
which can be attributed to chance 
causes. Mathematicians have established 
that 99.7 per cent of all readings will 
vary not more than three standard 
deviations, or sigmas, from the average 
error rate in the work being sampled. 
Thus, three sigmas establishes the 
amount of variance, either above or 
below the true error rate, which can 


be attributed to chance causes. Any 
error reading beyond the three-sigma 
upper control limit indicates that the 
maximum permissible error rate has 
been exceeded. 

Fortunately, the office administrator 
does not have to work out the basic 
theories on which control limits are 
established. He can use standard tables 
to determine the three-sigma control 
limits for any given sample size and 
error rate, or he can apply the follow- 
ing formula for finding the limit, 
which requires mathematics no more 
complicated than extraction of a square 
root. 


3 V Pp (rp) 


Va 

where p represents maximum permis- 
sible percentage of error, and n repre- 
sents size of sample lots to be taken. 

Assume that by 100 per cent check- 
ing of past performance, a company 
finds that its error rate on a given type 
of paperwork has been exactly 2 per 
cent—2 of each 100 units were de- 
fective. It decides that this is a reason- 
able error percentage, and that as long 
as this error rate is not exceeded, it will 
be satisfied. It wishes to abandon 100 
per cent checking, and use sampling 
techniques. It decides that it will sam- 
ple 20 per cent of the units on this 
particular paperwork line, which pro- 
duces approximately 1000 units per 
day. It will thus use as its sample size 
200 units from each batch of 1000 
units produced. 

Thus p equals .o2, and n equals 200. 
Substituting in our formula, we have 


3 V .02 (1-.02) 


V 200 
or 


3 V 02 (.98) 
V 200 
or 


3 V .0196 


\V/ 200 
or 
3 X -14 
=.029 


14.14 

Our three-sigma limit in this case 
is .o29. Expressed as a percentage this 
means that any sample reading can 
deviate 2.9 percentage points from our 
permissible error rate of 2 per cent, 
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ck- | the error rate within the batch from 
any | which the sample is taken does not 
ype exceed 2 per cent. Thus, any sample 
per | which shows a percentage error of 


de- } 4.91 or less would show that the work 
on- | batch from which it was taken was 
mg ff acceptable. 

vill Thus the control limits for samples 


100} can be established, the limits which can 
ing | indicate quickly whether any particular 


im- | work batch contains an, unacceptable 
his | percentage of errors. 
rO- Determining proper sample size is a 


per | litle more complicated than determin- 
ize | ing upper and lower control limits for 
900 =~} samples of various assurance levels. 
Obviously, samples must be of a rea- 
00. | sonably large size to give an adequate 
ive | picture of the whole from which they 
are taken, since that whole is not hom- 
ogeneous. Many offices have found a 
20 per cent sample of each work batch 
gives good results. A. B. Dick, for 
instance, which adopted statistical qual- 
ity control several years ago tested its 
reliability by running concurrent 
checks on work units over a 60-day 
period. One checker made a 100 per 
cent inspection of work units during 
the period; another made a check of 
20 per cent of the same units. The in- 
tidence of errors recorded by the 100 
per cent check, and the incidence indi- 
cated by the sampling procedure over 


Ase the entire period were almost identical. 
his Sampling indicated that 99.59 of the 
an work units processed were accurate; 
ur the 100 per cent inspection showed that 
nt, (To page 84) 
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One major advantage of sampling: it makes practical a check of the accuracy 
of work done at each stage of the progress of that work, if different de- 
partments are involved. Thus, errors can be caught on work in progress. 
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Seagram’s bronze tower combines unique 
exterior with new interior layout ideas 


by Lyman Coddington 


Soundproof partitions can divide conference room into three separate areas 


a 


RISING from a granite-paved plaza 
on New York’s Park Avenue is a 
unique structure of bronze, muntz, 
travertine and tinted glass—the 3% 
story House of Seagram. It represents 
a new concept in exterior architectural 
design—and it combines the latest in 
interior planning with the most ad- 
vanced ideas in office layout. 

The building could be considered, 
in effect, as a constant experiment in 
office space allocation and in office 
facilities. It has been obviously de- 
signed to permit the greatest amount 
of flexibility with regard to any changes 
of personnel, organization or equip 
ment that tenants might desire. The 
minimal number of supporting col- 
umns permit great variety in office 
arrangement. Service facilities are con- 
centrated in the core of the building, 
eliminating the possibility of their en- 
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Giant murals by leading abstractionists, and dramatic ceiling-height windows extending from 
wall to wall are featured in richly furnished executive offices on building’s fifth floor 
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Medical program includes frequent employee health examinations 


Elaborate executive washrooms even boast showers 


croachment upon office space. With the 
general office areas conforming to a 
modular pattern, the movable walls 
can be easily placed to accommodate 
foreseeable changes in office layout. A 
grid system of underfloor ducts pro- 
vides another aspect of flexibility since 
it allows the movement of partitions 
and furnishings without the need to 
relocate electrical outlets. 

The House of Seagram is set back 
a full go feet from Park Avenue. Un- 
derneath the half-acre plaza, which is 
kept ice-free during the winter by a 
radiant heating system, is a garage for 
parking, a storage area, and building 
maintenance shops. Since the lobby is 
entirely glass-walled, it appears to be 
part of the plaza itself, thus accenting 
the spaciousness of the ground area 
beneath the building. The banks of 
elevators in the lobby, enclosed by 
travertine walls, are made plainly vis- 
ible from without by a bright source 
of light that falls on them from re- 
cessed ceiling fixtures. The ceiling it- 
self is finished in gray glass mosaic, 
set in black cement. 


Seagram has eight floors 


Seagram has approximately 1,000 
employees who occupy the first eight 
floors of the building. The caliber of 
its own offices has set a high standard. 
Aside from concentrating on flexibility, 
Seagram has apparently placed a high 
value on the element of prestige. Exec- 
utive suites are oak-paneled, and the 
reception rooms are decorated with 
original paintings and tapestries. Mies- 
designed chairs, and marble-top tables 
illuminated with light from seemingly 
invisible sources dominate the executive 
conference and dining rooms. Custom 
made fixtures and other specially de- 
signed hardware items are used 
throughout. 

The air-conditioning system employs 
units which are located underneath the 
windows for rooms on the perimeter of 
the building, and in the ceilings for 
those rooms which are in the center 
area. The air-conditioning has balanced 
humidity and thermostatic fingertip 
control. Each office has its individual 
control to suit the needs of its occu- 
pants. The equipment of the system 
is in a tower above the 38th floor. 

Lighting in the Seagram offices is 
accomplished in a variety of ways. All 
lights are either out of sight, behind 
panels that either concentrate the il- 
lumination or diffuse it over the entire 


(To page 62) 
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Two speakers from England, H. C. Pollock (left) and Geoffrey Mills (center) 


are greeted by Don Barkley, chairrman of conference Speakers Bureau 


Roud-the-world oftice problems 


covered at mobile SPA meeting 


German speaker charges U. S. business is handicapped 


because systems are built around existing machines, urges 


that machines be designed to meet system requirements— 


SYSTEMS men in Europe, as in this 
country, start to plan their methods too 
soon, concentrating on how something 
is to be produced rather than on 
whether it should be produced at all, 
Geoffrey Mills, Deputy Chief Control- 
ler, J. Lyons & Co., Ltd., London, 
charged at the opening day session of 
the 1958 meeting of the Systems and 
Procedures Association, held in Buf- 
falo, October 13-15. 

The locale represented a last-minute 
change in plans: the International Sys- 
tems Meeting had originally been sched- 
uled for Pittsburgh, but a hotel strike 
in that city forced the entire meeting 
to be moved on short notice to Buffalo. 
Size of the hastily organized move is 
indicated by the fact that more than 
1,000 registrants and three million dol- 
lars worth of equipment had to be has- 
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tily rerouted from Pittsburgh to Buffalo. 

Developing his theme that too many 
methods men in the east have concen- 
trated on improving production rather 
than determining what end products 
are really valuable, Mills said that seven 
significant trends, applying in Europe 
as well as this country, seem to in- 
dicate an improvement in the methods 
approach: 

1. Recognition that the proper study 
for the office systems expert is the 
study of management at work, rather 
than the study of clerks at work. 

2. The ideas inherent in the concept 
of the “Productive Office.” 

3. The simultaneous and apparently 
opposing trends of centralization and 
decentralization. 

4. Recognition that the proper time 
to make use of paperwork is before the 


event as a guide to action, rather than 
after the event as a record of what has 
taken place. 

5. Recognition that advances in the 
office field will depend on greater use 
of the imagination rather than greater 
use of machines. 

6. The attempt to devise means of 
controlling office costs. 

7. The attempt to devise formal 
methods of training for systems men. 

“For too long,” Mills told the audi- 
ence, “has the systems man been re- 
garded solely as an expert in office 
work. I do not for one moment want 
to suggest that the systems man is 
necessarily an expert in other fields, for 
example in production, sales, or distri- 


bution. My disagreement is with the , 


suggestion that he is fundamentally 
concerned with the study of clerks at 
work and that the expertise of his work 
is based on office machines, office pro- 
cedures, and office equipment of one 
kind or another. 

“I disagree profoundly with the no- 

(To page 68) 
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How simple control records help insure 
completion of “special projects” 


Simple set of progress records can prevent extra-duty 


assignments from becoming lost under the pressure of day- 


to-day work routines— — 


by John Hockman 


JUST why did that special study drag 
on so? How much time have we really 
spent on it? Couldn’t we finish it off? 
A simple control can prevent a lot of 
frustration. 

Every department, almost, gets in- 
volved from time to time in special 
studies: projects that need a lot of in- 
vestigation—that can’t be polished off 
in a day or two. 

Few offices can afford the luxury of 
giving one man one of these jobs and 
leaving him alone to wrestle with it 


until he has finished. Too many other 
urgent things keep coming up. 

So, one by one, the special jobs get 
pushed aside—until somebody, in a 
position to expect results, asks what has 
happened. So “We had Jones on it, but 
we had to take him off for the Thin- 
gummy survey; and then there was 
the Whatsit investigation, and . . . ”— 
not a very comfortable explanation to 
have to give, even the first time. And 
it can so easily happen, not once, but 
several times; until what started as a 


Records can help the man trying to get the special assignment completed, 
while keeping seven or eight other balls in the air at the same time 
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long-term “fill-in” sort of task becomes 
yet another priority one. 


As if there weren’t enough of those 
already. 


Nobody could reasonably suggest 
that a control record could prevent a 
job being pushed aside by something 
more urgent, or reduce the amount of 
work needed. But it certainly can help 
to prevent the job being relegated en- 
tirely to the background, under the 
pressure of day-to-day events. It can 
help, too, to keep track of just how 
much time actually is spent on the job, 
as the weeks whiz by. It is some com- 
fort, when a job has unavoidably lasted 
months, to know that it has not really 
cost all those man-hours: maybe only 
a couple of weeks’ work, taken solid. 
The same sort of record can even help 
reduce the total elapsed time from start 
to finish of the job—strange as it may 
seem. It can help the man who is ac- 
tually trying to do it—and to keep 
seven or eight other balls bouncing at 
the same time—as a planning tool. 

“Sounds all right” says the voice of 
bitter experience, “but—more records 
. . « records we've got: plenty. And 
they take plenty of time to keep. We 
want to cut them out, not make more.” 

These are pretty simple records, 
though. Most of what goes into them 
would have to be recorded in the report 
on the particular project, in any case; 
and the rest is just a matter of jotting 
down a few facts and figures while 
they are fresh in mind. 


Simple, we said. Perhaps Fig. 1 
doesn’t look so simple. But let’s take 
a closer look. Name and date, at the 
top . . . well, that’s standard. What 
about the little line of instructions just 


below? 


Projects requested . . . well, the man 
should have these well in mind: if he 
hasn’t (and this is one of the things 
that’s worrying us)—going over the 
list will remind him: and making out 
the list, as a program, will help him 
to put first things first, and help the 
boss to the same end. “Achievements 
of past month:” if he’s done a good 


OFFICE MANAGEMENT 


Ws 


1 ai 


/\ 


eee Ss , é . 
| , / 
’ j / ? / 
et 32 | / Sad 6 
‘ { ame 
i 
q i | 
Bee | — 
ees Led 
#. “ | 
rs 8 7H SF 
, oe | 
—— — ee TO 
| ee oan 
' 3 | 
2 | 
a : ' P 
2 F H a to 
- : : Zz z f t . 
a : 8 : ‘ ee hy i 
~ es. 7's ra b 
: j a .* La 
F ‘ ‘ + =, t , . 
ti \ ~ -. , s a j 
a a ga a Py ' ‘oe - 
a Oh . | H / fh \ ‘ i 
> 14 be / lon ; 
+ SN = if “4 ‘ ' | 
| ye. ». 
ae; -f 
AE a ~ a 
=? x — 
ie | igs he dew & — 
* 3 ; a ‘. A } a Fat 
‘ * ree ee =, Wea 
4 i ie es 3 $ Bi, d > 
Ee ee. ee wane ee ae ¥ wee ay Ye rok oe pay P i ; we % \ ee i 
OCR] eae | SSG 
i BLAS - ke ee 
re’ : Bees a " ns iis Sis : i 
a > Ver a oo oy 
are ewe sey ff FF | 
* ee | +e. WX FOF gy 
ae Pai ee er BNO ORR nice isseeitssnsesitites* ti : 
ee ae ee DE 
= = ee 
eee ; mo cae, eee eo ae ae : — “i ae Bee Uy me 
i : i a oe : ees eee . ee ae iA sea ARES eo = a a! we — 


mes 


REPORT FOR 


ANALYSTS’ MONTHLY ACTIVITY REPORT Meer HENGE 


2. 
ae oe! é & PROGRAMME FOR FOLLOWING MONTH 
rs + PROIK, TS REQUEST RM 12) PROGRAMME FUR COMING MONTA (>) ACHIEVEMENTS OF PAST MONTH, AND (4) CONFIRMED SAVINGS, REPETITIVE CR FOK NON-FEMPETITIVE (N 5. AUT ACH EXPLANATORY SHEETS AY NECTRARY 
7 7 7 7 ee > " 
# f JO8PT. & RRANCH INYO pay A >/ 3 9) j 2 j HAT 4 AT BD / PUT ED f cx _ J W Reseuss CANNOT aE 
/ 2 / a . 1 sor f viens ADEQUAT RLY 
/ / j PY REMOKY SAMS OF Foes BARS OF rt ~ 
Sia ® « / / éteiiiiees™ / Sf eo tations —_f  GALCILATIONS / SHOWN BY S OLY fod 
i = ys MAIN RET). KRANCT & fs / F aramn on . f ~ 7 ~ Sak 
te sunorrion ow prance, 4S /acenny mo ne stonms / STRAY neva os oF vers y t/ 2 j ges 
é ae A /e/ JATES OF WETE : * Is S 
jf = a / < g / . SES 
fj é/ / . / s 4 ‘ af / ORR RCT DNV ERTME ‘of 
J es ose eam ane us. rrins / hesrnes Oo Pr.dnenee o . 2 - és ~ oC / PROTECTEO wmounD es) o4 Ad 
{2 / HEC RECAP Y / we rirces ce iccan Ff % - ss : Se ‘ SE / Fs / AND OR EXTR aos 
DRARC! Saf / PEARLS IN CHAR / ae f conrtaens PaOvIDED g 
{= / / ue / a / 
. / / ‘ 
a / / 
‘ 3 * ii * 20 2 
a a — os - . — 
+ * + | + — — 
i] 
H 
H ; 
fp {ff — = } 4 
+ — - * es 
i 
i 
" i + + + : + _ — 
i j 
; 
j 
j 
i + ; { i + anil 
j H 
; 
i 
j H 
- pepe oe coe Soe - + + 
| | 
i i i | 
: | >} i 
ee ES l Lt | Lad 


REMARKS key 165 PRE EE F NG. ATTACH SRPARAT® SHEETS GOTH FURTHER DATS & EXPLANATIONS, AS UERUED 9 


(1) SCOPE (2) DEPARTMENTS (3) TYPE OF PROJECT (4) STATUS OF PROJECT (s) VERIFICATION. 
i 
' 
{ 


* 


D Bathdus acd Coretraction Mudie & Ferecanel Sudies + HEQUEST ED ¥ 


Tee cs Csenpene mace OCE OTHE ONDER Tem. amaLsois To UBt AB 
OOKGRST BL « ie WRIT 


PROIECTS Pt -Aseimee, STAGE ONLY 


o> 


fh: Head Oftier E: Kenge: of statin ane imowanigesine W Work Meneuremen 


fact Peipe aus tee 8, GES M-M a Dest ALLED. APPROPRIATE “ih” 
We: Branch “ i Fs Finsecio! aude ot investigations K: her (Exptatn! = ACT bain, Ov pow : OFICIAL, j 
a. an v * 
Ce Che inaietins ; P Porches fj Me Orpanceation Mathves or Procedures Studie © Ht bo at o> ‘ OCA MANAG EM ENT 7 1G & eee OR DS RETENTION 4 
otivee : ' . CONSIDERATION PROIECTY SHO’ 4% OF COMPLETION 
i OnLy 


Figure 1. Basic control record serves to chart progress of job 
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job, he'll be glad to put it on record; 
if he hasn’t, he may want to have more 
to record next time. Savings: if there 
aren’t any, was the job worth the time? 
Maybe they aren’t tangible dollar sav- 
ings, but in the long-term, broad sense, 
savings there should be—even if this 
means saving an indeterminate amount 
of business that could have gone to the 
competition. The exact wording on this 
illustration will not fit everyone, but 
perhaps that may be forgiven if the 
basic ideas are sound. Savings, added 
profit, or whatever it may be . . . some 
such data will be wanted for the re- 
port on each project (even if it’s only 
a verbal report), so it should not be 
too large a chore to jot them down 
here. 


Printing job simple 


The same goes for many of the 
columns in the body of the form. 
“Project number” isn’t really necessary 
unless there are a whole lot of different 
projects running at any one time. File 


number might be a helpful alternative, 
if a reference number is needed. The 
next few columns are merely reminders 
of what a good, complete project title 
should reveal. The scope would be 
“company-wide,” or within a certain 
department, or branch. This type of 
thing can be foreseen, and code letters 
or numbers used, to save a lot of 
writing. They very quickly become 
familiar, particularly if they are mean- 
ingful (“C” for “company-wide,” “A” 
for accounting, and so on). Till then, 
a key can easily be printed on the form. 
The same code approach can be used 
for type of project. The “Activity to 
be studied” space allows for amplifica- 
tion, if any is needed. 

To digress for a moment: with this 
talk of codes printed at the foot of the 
form, it may sound as if the printing 
itself was quite an elaborate one. This 
is not the case. Our sample was drawn 
double size, typed, reduced (Xerox 
service—a little over a dollar) on to an 
offset plate, and run on our duplicator. 


PROJECT STATUS 


To go on, then. The people for 
whom this form was planned travel a 
fair amount. This is the only reason 
for the columns for “Visits.” But the 
next column, “Status of project” is the 
key to the whole thing. We found that 
most of our projects go through similar 
well-defined stages, most of which seem 
to apply to most types of investigation. 
So—you guessed—we coded them. 
Apart from space-saving on the form, 
this helps with our overall control fea- 
ture—to be explained shortly. 

The next couple of columns just in- 
dicate the dimensions of the problem; 
the man tackling it should know, after 
all. If he doesn’t, it doesn’t take an 
uneconomical amount of extra effort 
to find out, while he’s on the spot, 
doing the job. 

The next pair of columns, on “days 
used,” need not mean keeping a careful 
record of half-a-day here and an hour 
there. Even if the total days added up 
to one or two more (or less) than there 

(To page 58) 
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Figure 3. Information is posted at foot of project sheet to form visible margin when filed 
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Block of files is used as divider to give “staff” her own private office area 


How one-worker airline’ branch 


imereased it 


“Records center” of shelf files 
in one-worker office increases 
work output 25 per cent 


by Capt. Harold Gillespie 
Pan American World Airways, San Francisco 


IN ALMOST any medium-to-large 
sized company, add the output of all 
of the “one-girl offices” together and 
you are talking about a large section 
of the organization’s administration. 
Then, figure a way to increase the 
working output of the one-girl office by 
25 per cent or more, and you have 
really accomplished something. 


At the Pacific-Alaska Division of 
Pan American World Airways, head- 
quartered in San Francisco, we have 
devised an operating formula which 
produces these results on a fairly de- 
pendable basis. As bonuses, the Pan 
American approach also provides a ma- 
jor potential for savings in rent and 
carpentry. 

The situation is best illustrated by a 
fairly typical example: 
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Central shelves house most active files 
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The Route Section Office of the Paci- 
fic-Alaska Division does a four-fold 
job. 

1. It coordinates and supervises op- 
erating publications for flight person- 
nel. Included in this category are the 
manuals containing all flight instruc- 
tions and navigational charts needed in 
flying Pan American’s planes over an 
area which makes up more than a third 
of the world’s surface.. 

2. This same office is headquarters 
for the Pilot in Charge of Navigation. 
This man is responsible for naviga- 
tional training and qualifications for 
the Pacific-Alaska Division’s flight per- 
sonnel. 

3. The Chief Check Pilot’s office is 
part of the same section. This exec- 
utive is responsible for monitoring pilot 
proficiency throughout the Pacific-Alas- 
ka Division. He must maintain exten- 
sive files of confidential records which 
include all available data on pilot ex- 
perience and performance. 


File doors do double duty as workshelves 


4. The Section is responsible for the 
publication of all communications 
needed to support these company-wide 
programs. 

At least two of these executives, ob- 
viously, are out of the office a good 
bit. Secretarially, the Route Section 
Office has been a one-gir! operation for 
several years. But, not long ago, the 
workload here had grown to border- 
line proportions. In addition, files were 
crowded into available space to a point 
where the group had outgrown its 
quarters. 

Today, the Route Section is still a 
one-girl office. They are still in the 
same offices but now have comfortable 
operating space and the Pilot in Charge 
of Navigation has been provided with 
a private office—set up without any car- 
pentry or construction. 

All this was accomplished with a 
careful working study and subsequent 
file reorganization. In analyzing the 
situation, we determined that the sec- 


retary in the Route Section Office was 
spending about one-third of her work- 
ing time at files which were crowded 
into every available space. This per- 
centage was considered a little on the 
high side but not really unusual. How- 
ever, it was felt that if the filing por- 
tion of her work could be streamlined, 
the job would become easier for her 
and the company would be spared put- 
ting a second girl into an office where 
there was just barely room for one to 
work. 

The solution which Pan American 
put into effect was, basically, to apply 
the same principles of file organization 
and management in a small office as is 
often done in a large central records 
department. Specifically, the files in 
the Route Section Office were taken out 
of drawer-type cabinets and put in 
Spacefinder Files, made by the Tab 
Products Company. These are shelf- 
type files, of solid steel construction. 
They are built in modular units stand- 
ing six shelves high and three feet 
wide. Unlike some commonly-used 
open-shelf filing equipment, these units 
are not adaptations of library or storage 
shelves. They are especially construc- 
ted for office record keeping — are 
sturdy enough so that they can be 
moved with all of their contents intact. 

A very important feature of this par- 
ticular equipment is that the units are 
fitted with sliding doors which fall 
into place in front of the records, safe- 
guarding both cleanliness and privacy. 
These same doors can also be opened 
part way to serve as shelves on which 
secretaries can rest documents or make 
notes while they are right at the files. 

Because the Spacefinders are built to 
single file folder depth, and also be- 
cause they are above eye level in height, 
Pan American has been able to use 
them effectively as partitions. In the 
Route Section Office, the new units re- 
claimed 50 per cent of the area for- 
merly used for housing conventional 
file cabinets. The space saved in this 
manner was enough to provide a pri- 
vate office simply by arranging the 
file units as effective partitions. 

In addition—and this is really the 
most important feature of all—this 


type of filing has proved thoroughly. 


workable in the one-girl office. Most 
commonly, shelf-type filing is thought 
of only in connection with central 
files or other mass record keeping ap- 
plications. Pan American’s Pacific- 
Alaska Division used them, for exam- 
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Conclusion— 


AMA fall office management conference 


concentrates on cutting costs 


One person should be made responsible for all company 
paperwork, and should be given vice presidential rank, 


Osteen tells executives at New York conference— 


Speakers stressed savings programs proved in their own companies 
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“YESTERDAY’S record performance 
must always become tomorrow’s com- 
monplace, if a business is to remain 
healthy,” Budd Sills, vice president and 
general operating manager, Spiegel, 
Inc., Chicago, told the American Man- 
agement Association Office Manage- 
ment conference, held in New York, 
October 22-24. 

Speaking at a panel session on “Good 
Intentions vs. Real Results—Office 
Management’s Responsibilities and Op- 
portunities for Profit Improvement,” 
Sills said that his firm had found at 
the end of the spring quarter in 1957 
that its sales had fallen below estimates. 
Its profits missed budgeted objectives 
by a substantial figure. Realizing that 
business was slowing, the company im- 
mediately began analyzing its day-to- 
day operations to see where costs could 
be cut. 

Spiegel found that productivity, 
judged by previous standards, was 
being maintained at a high level, that 
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Exhibit demonstrating centralized data processing facility urged by 


the quality of the work performed was 
high, and that customer service was as 
good or better than it had ever been. 
Sull, something had to be done to im- 
prove the profit margin. 

“In seeking a way to dramatically 
effect improvement in our operations, 
our eyes turned to our job simplifica- 
tion program,” Sills told the manage- 
ment group. Although Spiegel had for 
years had a job simplification train- 
ing program, which every executive 
was required to take, there was no con- 
sistent procedure under which execu- 
tives were asked to give a definite por- 


Arthur Barcan 
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tion of their time to job simplification 
planning. 

Yet a review of the job simplification 
proposals that had been accepted in the 
past showed that the average annual 
savings achieved by each plan adopted 
had amounted to $1,000, Sills said. “It 
became apparent that if we could in- 
duce each of 250 executives to submit 
just one average job simplification pro- 
posal in the course of a season, we 
could rack up $250,000 in annual 
savings. 

“We decided that it was reasonable 
to expect any person who called him- 


Carl Osteen 


Thomas Cox, Owens-Illinois Glass Co. 


self an executive to devote regularly a 
portion of his time on a planned basis 
to the subject of methods improvement 
through job simplification. Not only 
was this a reasonable expectation, but 
a necessary one, if job simplification 
was to become a living force in our 
organization,” he continued. 

The new program was explained to 
the company’s executive work force at 
a general meeting. Each executive was 
told that he was expected to turn in at 
least two acceptable work simplification 
proposals during each six month season. 


(To page 75) 
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Vv Recording camera 

Combining a continuous-flow reducing 
camera and an automatic processor in 
a single portable unit,’the “Copy-Cart” 
recording camera handles opaque orig- 
inals up to 8% inches wide and of any 
length. Checks, records, waybiils, etc., 
can be fed into the recorder and re- 
duced in copying to 70 per cent of their 
original linear size. Peerless Photo 
Products, Inc., Shoreham, Long Island, 
N. Y. (A-1) 


V Data processing tape file 

New cabinet is designed for the se- 
curity and protection of data process- 
ing tape. Removable trays can accom- 
modate 25 foot rolls, and Standard 


Kraft or all acetate hinged pockets 
offer many filing methods. The 
cabinet can be ordered in single or 
multiple units, depending upon the 
number of tapes to be filed. Acme 
Visible Records, Inc., Crozet, Va. 
(A-2) 
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New 
for the office 


V Withholding tax charts 

Revised to comply with the increased 
social security tax rate of 24% per cent, 
the pre-calculated tables show the new 
social security and withholding tax de- 
ductions that must be made from em- 
ployee’s earnings. Wages and tax 
amounts are arranged on one line for 
horizontal reading across the page. 
Charts are specially bound, printed in 
red and black, and tab-indexed for 
quick reference. Delbridge Calculating 
Systems, Inc., 2502 Sutton Ave., St. 


Louis 17. (A-3) 
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Vv Binders 
New line of binders houses bursted or 
unbursted multiple punched forms for 


reports produced by tabulating depart- 
ments from punched cards or tape. 
Black plastic covers with nylon posts, 
or pressboard covers with metal posts, 
are available. Both come with the new 
“Clip It” mechanism. National Blank 
Book Co., Holyoke, Mass. (A-4) 


A Microfilm reader 
This device projects the contents of 
microfilm onto a black, ground glass 
screen for reading, and it can also 
make 8%” x 11” prints directly from 
the microfilm. The reader comes with 
adjustable legs, and wheels are attached 
to enable it to be moved from 
room to room. Camcopy, Inc., Box 27, 


Matawan, N. |. (A-5) 


VY Modern chairs 

Built according to modern Scandi- 
navian design, this chair has an up- 
holstered half-back and seat for maxi- 
mum comfort. It is available in a wide 
range of upholstery materials and wood 
finishes. Shelby Williams Mfg., 2500 
W. Ogden Ave., Chicago. (A-6) 
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V Raised panel floor 
Specially made for electronic data com- 
puter rooms, the raised panel floor is 


intended to permit flexibility in the 
placement of cables, and to act as a 
plenum for air-conditioning ducts. Ad- 
justable screw jacks rest on the prime 
floor and support a steel grid, on which 
in turn are placed honey-comb struc- 
tured panels, surfaced with vinyl or 
other standard flooring tile. The panels 
can be removed for access to underfloor 
components. Bel Air Industries, Inc., 
8125 Pulaski Hwy., Baltimore 6. 
(B-1) 


V Safe 

The Model 2UB fire insulated safe is 
24 in. high and 18 in. deep. It carries 
both the Underwriters Laboratories and 


the Safe Maunfacturers National Asso- 
ciation labels certifying that it has been 
tested to withstand a fire up to 1700 
degrees F. for one hour without dam- 
age to the contents. The UL burglary 
relocking device label guarantees a ten 
per cent reduction in burglary insur- 
ance. Colors are gray, green, and tan. 
Meilink Steel Safe Co., 1672 Oakwood 
Ave., Toledo 6, Ohio. (B-2) 


V Filing stool 

Dual purpose stool of the Bevco line 
can be used as a foot rest, or furnished 
with hooded oilless, double row ball 
bearing casters, serves as a filing seat. 
Upholstered in woven plastic webbing, 
the 18-inch square and 15-inch high 
ottoman lists for $12.50 without casters, 
$17.50 with. Precision Mfg. Co., 831 
Chicago Ave., Evanston, Ill. (B-3) 


V Copying machine 
Weighing eighteen pounds, the “porta- 
fax” copying machine exposes, proc- 


—e | 


Si 
cas | 


esses, and prints at the rate of 60-90 
copies per hour, reproducing from all 
colors and ball point pen. General 
Photo Products Co., Inc., General 
Photo Building, Chatham, N. ]* 
(B-4) 


V Desk partitioner 

By means of a clamping device, this 
heavy gauge steel “desk partitioner” 
(patent applied for) can be easily at- 
tached to any desk without marring the 


top. It is usable with interchangeable 
inserts of clear flat or frosted fluted 
glass, pegboard, masonite, chalkboard, 
plastic or corkboard. Colors are Desert 
Tan, Mist Green, and Satin Gray, and 
several combinations of heights and 
sizes are available. Marnay Sales Div, 
Rockaway Metal Products Corp., 1270 
Broadway, New York 1. (B-5) 


Vv Floor machine 

The gasoline-powered, Model 37-G 
dispenses clean water, scrubs, and then 
vacuums up the dirty water. Designed 
to clean 35,000 square feet of floor per 
hour, the machine is equipped with a 
22-gallon solution tank and a 24-gallon 


recovery tank. To supplement the 
squeegee assembly in the rear of the 
floor cleaner, there is also a hand 
squeegee to pick up water from hard- 
to-reach places such as corners and door 
jambs. S. C. Lawler Co., 124 N. Aber- 
deen St., Chicago 7. (B-6) 


V Printing machine 
Built to print directly from photo and 
typing plates onto paper without the 


Lo 


use of rubber blankets, the Ormig 
Kithoset is fully automatic. Up to 50, 
ooo copies of lithography can be pro- 
duced directly from photo plates, and 
up to 20,000 copies from typing plates. 
Copy-Craft, Inc., 105 Chambers St., 
New York. (B-7) 
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> Steel modular units 

All steel “Aristocrat Modular” furniture 
includes desks with end panels, tables, 
credenzas, tops and file and storage 
cabinets. Available in two shades of 
gray, in green and in beige with either 
linoleum or textolite tops, the units 
can be assembled in many variations 
for greatest efficiency. Remington Rand, 
Div. of Sperry Rand Corp., 315 Fourth 
Ave., New York 1o. (C-1) 


VY Adding device 
The “Addimult Summator” is designed 
to add or subtract any number of fig- 


ures up to nine columns, giving the 
answers in the same manner as a larger 
machine. Made of metal in two colors, 
it can be collapsed to fit in a coat pock- 
et. R/B Crafters, 1642 Fairmount Ave., 


Philadelphia 30. . (C-2) 
V Portable typewriter 
The DeJur-Triumph  Kwik-Riter 


portable offers the following features: 
two-tone ripple finish; double frame 


construction; 44-key, 88-character key- 
board; paper diverter; erasure bar; 
transparent index card holders; mag- 
nesium alloy carrying case; two-color 
ribbon and stencil cut-out; and auto- 
matic and manual ribbon reverse. De- 
]ur-Amsco Corp., 45-01 Northern Blvd., 
Long Island City, N. Y. (C-3) 
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V Dating device 

The Faymus 29-Year Dater comes com- 
plete with ink refill and 29-year guar- 
antee. It has a one piece metal frame 
with a plastic handle, and is finished 
in green baked enamel. Characters, 
which are engraved on brass bands, are 
designed to give legible impressions 
throughout the life of the dater, and a 
built-in ink pad automatically re-inks 
it for the next impression. Faymus 
Div., Bankers & Merchants, Inc., 3229 
Sheffield Ave., Chicago 13.  (C-4) 


For further information, use 
Readers’ Inquiry Coupon on 
page 88. 


V Storage and file cabinet 

Desk-high Model 3210 is 304 in. wide 
and 17 in. deep. The two box drawers 
are suitable for 3 x 5 or 4 x 6 in. cards, 


and the sliding doors covering the ad- 
justable shelves are protected by safety 
locks with key. The cabinet, available 
in three colors, is priced at $78.00. 
Cole Steel Equipment Co. Inc., 415 
Madison Ave., New York. (+5) 


V Wood desk 

Model 1303 is 72 in. wide, 30 in. deep, 
and 29% in. high. The 12 in. high 
pedestals rest on round adjustable 
chrome glides. A file drawer and 3 and 
6 in. storage drawers are constructed on 
either side. John Stuart Inc., Fourth 
Ave. at 32nd St., New York 16. (C6) 
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V Posture chair 

Constructed ur: a light tubular frame, 
this chair has a spring steel back post, 
and cushioning of wood cellulose fiber. 
The adjustable seat locks into posi- 


tion between 17 and 20 in. high. Elas- 
tic Naugahyde upholstery is available 
in 12 decorator colors, and the baked 
enamel frame in three shades. Stylex 
Seating Co., 911 Walnut St., Phila., Pa. 

(D-1) 


V Work center 

New desk and drawing board com- 
bination is an all-steel, L-shaped unit 
with a total of over 27 square feet of 
surface divided between desk and 


board. It is designed so that the user 
can switch intermittently to other busi- 
ness at the desk part of the combina- 
tion, and then return to his original 
work again, all in one area. Stand- 
ard Pressed Steel Co., Jenkintown, Pa. 


(D-2) 
V Punching machine 


“The General,” an electronic highspeed 
punching machine, is designed to 


eres 2 
- ie 


punch paper for plastic or metal loose- 
leaf binding. It occupies less than 2% 
feet of space and can be operated on 
desk or table top. Intended to have 
silent power and ease of operation, the 
machine has a pilot light that signals 
to the operator when ready for pro- 
duction. It is controlled by a foot pedal 
which is connected to the machine by 
a heavy cable. General Binding Corp., 
Northbrook, Ill. (D-3) 


Vv Rolled paper file 

Blueprints, charts, drawings, maps, and 
tracings can be filed in the Staktube 
Roll File, a unit of a heavy gauge steel 
casing which holds 36 24%” file tubes. 


The units may be stood on end or, if 
placed horizontally, they interlock and 
may be stacked to any height. Lengths 
of 30”, 36”, 42”, and 60” are avail- 
able, each with a complete index 
record of contents on the inside of the 
door, and a 344” x 1%” label holder 
on the outside. Stacor Equipment Co., 
295 Emmet St., Newark 5, N. J. 
(D-4) 


V File drawer 

Designed to provide maximum file vis- 
ibility, the “V” File Drawer utilizes 
adjustable blocks manipulated by side 
tabs, thus forming the “V” which is 


intended to put filed material readily 
at hand and in easy view. The “V” 
is retained when the drawer is closed 
and reopened, and adjustments can 
be made to any desired spacing by 
raising the blocks to vertical positions 
and sliding them along the special 
track in the drawer bottom. Steelcase, 
Inc., Grand Rapids, Mich. (D-5) 


Vv Paper cutter 


The Power Paper Cutter with auto Bie 


matic spacing back gage is made to BM 


accomplish semi-automatic cutting of Bi ™ 


printed sheets on which jobs are print 
ed “several up.” It is specifically de 


signed for use in connection with check 
imprinting systems for banks where 
the checks are imprinted in sheets and 
then cut apart for individual depositors. 
Operating from tape which is pre- 
punched to the desired spacing, the 
spacer automatically moves the paper 
forward to the next cutting position 
after the operator cuts the paper in the 
usual manner. The Challenge Machin- 
ery Co., Grand Haven, Mich. (D-6) 


A Waste basket 

Designed for use in executive, profes- 
sional and industrial offices, this light- 
weight receptacle is molded of glass 
fiber reinforced polyester. A vinyl trim 
sirip on the top rolled edge helps to 
prevent scuffing and smudging. The 
basket is available in four colors. 
Globe-Wernicke Co., Carthage Ave., 
Cincinnati 12, Ohio. (D-7} 
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A Monthly Feature 


Tools of 
the Office 
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Books of interest to office administrators 


THIS MONTH marks the beginning 
of a new addition to the “Tools of the 
Office” series. It is new—and old. The 
survey of books of general interest to 
the office administrator is a recent ad- 
dition to these particular pages of Office 
Management, yet books, of course, are 
an old stand-by in their importance to 
the work of the office executive. 

The office executive is a unique 
specimen in the hierarchy of the busi- 
ness world. His duties are undefined 
and varied. His responsibilities are 
practically unlimited. He must be a 
jack-of-all trades, and a specialist in 
everything. No other worker in an 
office is required to have the range of 
knowledge of the ideal office admini- 
strator. 


Wide range of knowledge required 


Everything from world events to the 
best buy in paper clips fall within his 
province. The office executive must be 
aware of all factors affecting any de- 
cision he must make. Current events, 
politics, business trends, the stock mar- 
kets—are spheres which he must watch. 
Equally important is the information 
he must have on such diversified and 
often complex topics as automation 
in the office, systems design and de- 
velopments, the latest equipment on 
the market, and office layout furnish- 
ings. 

Our ideally successful office execu- 
tive must also be an ideally successful 
human being, who can handle the 
personnel practices and problems with 
which he comes into contact every day. 

Where is the office administrator to 
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get the information he needs to do the 
job expected of him? 

Information is available in many 
forms through the various media of 
communication. Newspapers, maga- 
zines (both business and general), the 
telephone, word of mouth, television, 
press and publicity releases, business 
shows, conventions, conferences and 
books form the vast bulk of his in- 
formation sources. 


Books have unique advantages 


Books have a unique advantage over 
other sources of information. Their 
compactness and size allow for infor- 
mation to be placed in great quantities 
in one convenient location which may 
be referred to time and time again, 
and carried from one site to another. 

A lecture delivered from a platform, 
radio or television may present vital 
facts but it is not permanent. It can- 
not be referred te at some later date. 
Papers and reports may be read, but 
until they are filed in book form with 
other reports on the same subject they 
cannot constitute a complete and au- 
thoritative source of information. 

But books do not have these dis- 
advantages. All pertinent information is 
placed between two covers. A table of 
contents quickly leads the reader to the 
‘information he wants. And since books 
may be made as detailed as the author 
wishes, essential background material, 
examples and development can help 
the reader gain a comprehensive under- 
standing of the materials included. He 
can check some details in it in the 
morning at his desk, read further on 


By Irene Lipschitz 


while commuting home in the evening 
and return to the office the next day 
with the book ready once again for 
handy reference. 

There is a multitude of books on 
the market that are written specifically 
for people concerned with industry, 
business and economics. The number 
of manuscripts received each year, in 
terms of the time and effort it takes to 
create them, is staggering. 

The editors of Office Management 
recognize that its readers have a wide 
range of interests, but the limitations 
of time and space have made it nec- 
essary to confine the books reviewed 
in this article to those which fall into 
what are perhaps the areas of prime 
concern to the majority of office ad- 
ministrators today. These areas are 
automation in the office, personnel 
problems and practices, and systems 
design and development. 

Even with this limitation, the editors 
felt it necessary to choose those books 
within each category which, because of 
their recent publication or because of 
their value as standard texts on sub- 
jects, would seem to be of greatest 
value to the office administrator. 


Responsibilities will increase 


A cursory survey of management’s 
problems as presented in most of the 
books which are reviewed would seem 
to indicate that the office administra- 
tors’ responsibilities will increase rather 
than diminish in light of the new 
trends and applications of systems de- 
sign and personnel practices that are 
appearing in today’s offices. 
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For example, Richard G. Canning, 
a well known authority on electronic 
data processing, declares in his book, 
Installing Electronic Data Processing 
Systems, “Generally top management 
has looked upon electronic data process- 
ing as a mysterious new subject and 
has no interest in learning any of the 
details of the subject. Rather, top man- 
agement has usually been satisfied with 
learning the ‘general concept’ of the 
subject and then has turned the prob- 
lems of planning and installation over 
to specialists. 

“, . . But we are coming to realize 
that the impact of EDP on organiza- 


tion is so broad and deep that top 
management must be vitally concerned 
with the problems involved . . . The 
success of EDP installations really de- 
pends on all levels of management 
coming to grips with the problems.” 


Technical knowledge essential 


Taking a different approach to the 
subject but coming to the same con- 
clusion, Frank M. Knox says in his 
book, Integrated Cost Control in the 
Office: 

“, .. The first requirement of man- 
agement in thinking about automation 
is to realize that electronics represent 
only another stage in the steady pro- 
gression of office development. It will 
not replace all office workers any more 


than did punched-card accounting, bu 
it will supplement the present facilities 
and equipment and it will permit the 
doing of things never before possible, 

“The basic truth which must & 
realized by all who approach autom2 
tion is that he will profit most by it 
who does the soundest job of preparing 
for it. He will get the fullest advantage 
of it who most thoroughly analyze; 
his problems and best fits the new 
methods to his specific requirements.” 


Effects of mechanization 
Both opinions are endorsed once 
again by Esther R. Becker and Eugene 
F. Murphy who aver in their book, 
The Office in Transition, “The net ef 
fect of the impact of mechanization is 


Libraries are often very helpful adjuncts to the work-flow —£ an office by supplying information 
on a wide range of topics as this one does for the Reynolds Metals Co., Richmond, Va. 
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to make all company departments more 
dependent on the office, since installa- 
tion of data processing facilities tends 
to draw back to the central office many 
of the subsidiary clerical functions that 
have grown up in scattered depart- 
ments . . . Under mechanization the 
central office becomes the headquarters 
and clearing house for all company ac- 
tivities. The office manager is the cus- 
todian of all vital current information 
that influences the future success of 
the company.” 

This centralization means that “The 
manager in the mechanized office will 
need the same qualities for success as 
before. But some new factors are 
added: 

“t. The office manager will have a 
broader area of activity. 

“2. The introduction of new systems 
will change the relationship between 
the office manager, the systems and 
staff people and supervisors of various 
office functions. 

“3. The ‘keywords’ of the future will 
be control, cooperation, coordination 
and communication.” 


Greater challenges to come 


Even when greater centralization is 
not foreseen with the increasing use of 
data processing equipment, there is still 
the stress of greater management re- 
sponsibility and challenges, according 
to today’s authors. 

Charles E. Redfield in Communica- 
tion in Management says, “Other ob- 
servers believe that the centralization of 
data processing will not be so far- 
reaching in its effect. The degree to 
which smaller data-processing equip- 
ment is introduced will no doubt affect 
the total picture. The final choice be- 
tween centralization and decentraliza- 
tion remains a matter of policy, not a 
problem for a computer.” 

But the problem of policy is precisely 
a problem of management. 

In the fields of office systems and 
controls, the policy designs and the de- 
cisions of management still will be 
most important. Referring again to Mr. 
Knox’s book on integration of cost con- 
trol in the office we find, “Responsibil- 
ity for office cost control is company 
wide.” Top management has the re- 
sponsibility to make the decision to 
provide such a program and create the 
framework and atmosphere which will 
make it work. Top management must 
also provide the personnel. But man- 
agement on all the other levels equally 
share the responsibility for the success 


DECEMBER 1958 


of the program by seeing that it is 
carried out as it should be. 

The providing of personnel for an 
organization’s program is an important 
challenge for management. Some feel 
that emphasis on personnel, not sys- 
tems, is the keynote of success for a 
firm. 

In a book called The Evaluation In- 
terview by Richard A. Fear, the intro- 
duction states, “Many people now 
realize ...that the men and women 
who operate the machines, conceive the 
new idea, and make the critical over-all 
decisions represent any company’s most 
valuable asset. Indeed, it is the quality 
and competence of these men and 
women that will largely determine a 
given organization’s competitive posi- 
tion in the years ahead.” 

Expressing this line of thinking are 
a great number of studies on the dy- 
namics of human relations among 
workers, designed to aid management, 
and as a result, industry, to benefit 
from these relationships. One of these 
studies, Behavior of Industrial Work 
Groups, by Leonard R. Sayles, suggests 
that not only must management under- 
stand the group concept of workers, 
but that it must understand the highly 
significant differences among the many 
informal workers groups in order to 
make the best use of them. 


Management’s role emphasized 


If there is one underlying theme in 
the books currently on the market, 
then perhaps, it is this. Management, 
on all levels, has great responsibility. 
In order to carry out responsibilities, 
regardless of the direction in which 
they lie, the office administrator must 
be aware of the basic elements involved 
in any decision making process. These 
basic elements interrelate all of his 
functions. Finally, the office executive 
must not only be able to communicate 
effectively to see that his decisions are 
carried out, he must also be a receiver 
of communication to get the vast 
amount of information he requires. To 
paraphrase an earlier quote, he will 
profit most who does the soundest job 
of preparation. 

The following reviews are by no 


Readers wishing further infor- 
mation from publishers of books 
listed in the Tools of the Office 
section may use the Readers’ 
Inquiry Coupon on page 88. 
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means presented as a complete list. We 
are well aware that many volumes 


which could be placed in our limiting , 


classifications are omitted. But the list 
is intended to give the office executive 
some indication of the books that are 
available which may help him prepare 
for his work and give him greater 
insight into the challenging problems 
that he faces each day. 


Book Reviews 
Office Automation 


PROCEEDINGS: AUTOMATIC 
DATA PROCESSING CONFER- 
ENCE, SEPTEMBER 8 AND 9, 1955, 
edited by Robert N. Anthony. Div. of 
Research, Harvard Business School, 
Soldiers Field, Boston 63. $3.50. 

The conference reported in this book 
is one of the many attempts being made 
throughout the country to provide a 
basis of communication between tech- 
nical people and businessmen. This is 
especially important because of the 
recent recognition that the scientific 
methods and certain mathematical tech- 
niques were of practical value in the 
solution of management problems and 
by the development of new and ex- 
tremely powerful tools for processing 
numerical information in such areas as 
accounting control. 


AUTOMATION AND MANAGE- 
MENT, by James R. Bright. Div. of 
Research, Harvard Business School, 
Soldiers Field, Boston 63. $10. 

Mr. Bright begins his book with a 
discussion of the evolutionary nature 
of production techniques and a com- 
parison of automation in two high- 
volume industries. He sets forth a 
concept of mechanization _ profiles 
which highlight the level, span and 
penetration of automatic manufac- 
turing across a total manufacturing 
sequence. From this point, the author 
explores managerial experiences in the 
evolution of the automation programs 
of thirteen firms and discusses the im- 
portant considerations that emerge in 
designing and procuring the automatic 
system, putting it into working order 
and achieving design capabilities. 
Problems which arise for management 
out of the operating characteristics of 
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the highly automatic plant are also re- 
viewed. The book ends with a deep 
exploration of 4 important aspects 
of automatic manufacturing—mainte- 
nance, labor, sales, and management 
itself. 


THE OFFICE IN TRANSITION, by 
Esther R. Becker and Eugene F. Mur- 
phy. 190 pages. Harper & Bros., 49 E. 
33 Sz, New York 16. $3.50. 

The subtitle of this book, “Meeting 
the Problems of Automation,” indi- 
cates the purposes of the book 
which discusses the problems that can 
arise in the course of introducing auto- 
mation techniques into the modern 
office. The volume explores in detail 
the meaning of office automation, the 
punched card, the computer, integrated 
data processing, procedure analysis and 
standardizing work methods, the “job” 
description for the computer, control- 
ling accuracy in the automatic office, 
designing and _ controlling forms, 
preparing people for mechanization, 
human relations, and the future of 
white-collar unionization. 


SUCCESSFUL OFFICE AUTOMA- 
TION, by Ralph W. Fairbanks. 384 
pages. Prentice-Hall, Inc., Englewood 
Cliffs, N. ]. $10.00. 

This book is intended to be a prac- 
tical guidebook on office automation 
for the executive responsible for a 
company’s over-all functioning. It 
points out the causes of bottlenecks 
in office operations and shows how 
these bottlenecks can be eliminated 
by system revision in the office. The 
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book describes in detail the steps by 
which a system is created, illustrates 
how a good system will give an office 
the degree of automation appropriate 
to its size and work load, tells how 
both the cost and benefits of system 
revision can be estimated in advance 
and tells the steps that must be taken 
to guard against work breakdowns 
while a new system is being installed. 
The book also includes information 
on the role management should play, 
the effects of automation on personnel 
and contains four case histories of 
companies which have _ successfully 
achieved automation of their clerical 
procedures. 


ADMINISTERING A  CONVER- 
SION TO ELECTRONIC AC- 
COUNTING: A CASE STUDY OF 
A LARGE OFFICE, by Harold Far- 
low Craig. Div. of Research, Harvard 
Business School, Soldiers Field, Boston 
63. $2.50. 

This study reports the particular ad- 
ministrative problems (as distinct from 
the technical) of introducing electronic 
office equipment into an office that had 
traditionally handled its work pri- 
marily with manual methods. At a 
higher level it is a study of the ad- 
ministrative process of introducing a 
major technological change while main- 
taining some continuity within an 
established work group. The report 
contains many guides toward resolving 
the new problems to be faced in 
changing office techniques and the old 
problems of making necessary tech- 
nical changes compatible with the tra- 
ditions and routines required to secure 
cooperative activity. 


COMPANY INVESTIGATIONS OF 
AUTOMATIC DATA PROCESS- 
ING, by Peter B. Laubach. Div. of 
Research, Harvard Business School, 
Soldiers Field, Boston 63. $3. 

This book reports the results of one 
of a series of studies conducted as part 
of the data-processing research project 
of Harvard Business School. It is 
concerned with data-processing — sys- 
tems used by business organizations, 
with the management use of informa- 
tion flowing out of these systems, and 
with automatic equipment developed 
for use in these systems. The report 
is limited to a discussion of the ap- 
proaches taken by various companies 
in investigating their data-processing 


needs to determine what, if any, auto- 
matic equipment should be acquired, 
so that companies who have not yet 
undertaken a formal investigation will 
benefit from the experience of these 
pioneering firms. 


ELECTRONIC COMPUTERS AND 
MANAGEMENT CONT ROL, by 
George Kozmetsky and Paul Kircher. 
296 pages. McGraw-Hill Book Co., 
Inc., 330 W. 42nd St., New York 36. 
$5. 

Covering topics ranging from what is 
an electronic computer studies and 
applications of electronic systems, to 
management and the scientific ap- 
proach, this volume is a_ prac- 
tical guide to the use of computers in 
business. It shows how they operate, 
ways in which they may be used, and 
when and how business executives 
should plan to use them. The book 
also contains information on how to 
determine the data processing system 
and electronic equipment best suited 
to provide planning and control in- 
formation, including original and 
operating costs. Included too is infor- 
mation on how to build a company 
group of experts to carry out studies, 
and how to evaluate their activities. 


HANDBOOK OF AUTOMATION 
COMPUTATION AND CONTROL, 
VOLUME I, edited by Eugene M. 
Grabbe, Simon Ramo, and Dean E. 
Wooldridge. 1,020 pages. John Wiley 
& Sons, Inc., 440 Fourth Ave., New 
York 16. $17. 

This is the first volume of a three- 
volume series designed to compile the 
latest information in the associated con- 
trol fields. The book is written and 
edited with system engineering in 
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mind and uses material of direct use 
to all levels of technical personnel in- 
cluding management. The major ob- 
jective is to provide practical data for 
research, development, and design in 
the fields of feedback control, com- 
puters, data processing, control com- 
ponents and control systems. For man- 
agement, the handbook covers data 
processing and available techniques 
for applying mathematical models and 
computers to problems of management 
decisions. Volume I, called Control 
Fundamentals, covers aspects of mathe- 
matics as applied to control, includes 
a compilation of numerical analysis 
for digital computers, presents self- 
constrained treatment of feedback con- 
trol theory and of operations research 
and gives essential material on infor- 
mation theory and data transmission. 
Volumes II and III, covering com- 
puters and data processing, respec- 
tively, will be available in 1959. 


4 MANAGEMENT GUIDE TO 
ELECTRONIC COMPUTERS, by 
William D. Bell. 391 pages. McGraw- 
Hill Book Co., Inc., 330 W. 42nd St., 
New York 36. $6.50. 

This volume includes case history 
material on practical applications of 
computers of small and large sizes and 
the results they have achieved in 
typical firms. Much factual informa- 
tion is given on what electronic com- 
puting systems are, and their perform- 
ance and use to assist management 
men to understand not only the phy- 
sical nature of such systems but the 
importance of such systems to their 
own operations. Some of the chapters 
are: A Look at the Future, Manage- 
ment Questions and Answers, and Pro- 
gramming or Speaking the Language 
of the Computer. 


INSTALLING ELECTRONIC DATA 
PROCESSING SYSTEMS, by Richard 
G. Canning. 193 pages. John Wiley 
& Sons, Inc., 440 Fourth Ave., New 
York 16. $6.00. 

This text covers the financial aspects 


Readers wishing further infor- 
mation from publishers of books 
listed in the Tools of the Office 
section may use the Readers’ 
Inquiry Coupon on page 88. 
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of installing electronic data processing 
systems, and deals with such significant 
problems as fitting EDP into an 
organization, selecting and _ training 
EDP personnel, programming, phy- 
sical installation of the system and the 
early phases of operations. An outline 
for controlling EDP costs based on 
actual case histories is included. The 
book may be considered a further de- 
velopment of Mr. Canning’s Electronic 
Data Processing for Business and In- 
dustry, which deals with planning for 
the use of EDP. 


wangraprassiey 
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AN INTRODUCTION TO AUTO- 
MATIC COMPUTERS, by Ned 
Chapin. 544 pages. D. Van Nostrand 
Co., Inc., 120 Alexander St., Princeton, 
N. ]. $8.75. 

This revised and enlarged edition, 
designed for the business executive 
who wants knowledge of the profitable 
use of computers, presents all the basic 
facts on computer uses, functions and 
limitations. Specifically, it answers such 
questions as: What is an automatic 
computer? What can it do? How does 
it function? How is it programmed 
and operated? How are computer ap- 
plications prepared? How can the need 
for a computer be pinpointed? How 
can use of a computer be justified? 
Illustrations, a glossary of technical 
terms, and examples of major tech- 
niques add to the reader’s understand- 
ing of the material covered. 


GLOSSARY OF AUTOMATION 
TERMS, prepared by the NOMA 


Tools of the Office 


Automation Committee, headed by 
William ]. Jacquette, Ernst & Ernst, 
under the direction of Charles E. 
Ginder, staff director of NOMA 
Technical Div. 38 pages. National 
Office Management Association, 1931 
Old York Rd., Willow Grove, Pa. $2. 

This volume defines 500 words and 
phrases which apply to automatic data 
processing and is designed to serve as 
a practical guide and reference work 
for executives and others interested in 
automatic data processing. Many de- 
tailed examples and explanations are 
included in the definitions and the 
scope of the Glossary is limited to 
terms applying to operations of auto- 
matic data processing machines. 


Systems Design— 
and development 


MEN, MACHINES, AND METH- 
ODS IN THE MODERN OFFICE, 
Management Report %6, American 
Management Association, Inc., 1515 
Broadway, New York 36. $3.75. 

This report contains information on 
how to solve the problems created by 
the growing mechanization of office 
equipment, systems and _ procedures. 
Specialists in office management ex- 
plain how to make the most effective 
use of men and machines in the office: 
by automating source data, by develop- 
ing a successful company communica- 
tions system, and by other methods. 
Also, material is included showing 
how to help management and em- 
ployees accept office innovations, and 
how to make office quality control 
work efficiently. A detailed description 
of Standard Vacuum Oil Co.’s newly 
designed functional office in White 
Plains, N. Y., is also contained in the 
publication. 


OFFICE >MANAGEMENT, _ by 
Charles B. Hicks and Irene Place. 548 
pages. Allyn & Bacon Inc. 150 Tremont 
St., Boston 11. $9.35. 

This book presents fundamental prin- 
ciples and successful practice of office 
management that stress the manage- 
ment aspects of the office problem 
rather than technical and clerical in- 
formation. Modern concepts of plan- 
ning, organizing, controlling and work 
simplification are developed and ap- 
plied to the problems the office man- 
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ager meets in the course of his duties. 
Such specific office service units as 
correspondence, communication  serv- 
ices, records, organization and manage- 
ment mechanization, duplicating serv- 


-ices and computing machines are treat- 


ed in detail. Also, the book provides 
a thorough coverage of modern office 
methods analysis preparatory to elec- 
tronic data processing. Throughout the 
book the importance of centralized con- 
trol is emphasized. 


HOW TO FILE AND INDEX, by 
Bertha M. Weeks. 306 pages. The Ron- 
ald Press Co., 15 E. 26 St., New York 
10. $4.50. 

In line with today’s practices, this 
popular guide gives full details on 
handling every kind of filing problem 
in modern business, such as setting up 
a smooth-running filing system and 
improving and streamlining present 
methods used by a firm. Numerous il- 
lustrations and examples are included 
to assist the reader in visualizing up-to- 
date filing methods that offer greater 
accuracy and speed with increased 
space economy. 


OFFICE MANAGEMENT HAND- 
BOOK, by Harry L. Wylie. 890 pages. 
The Ronald Press Co., 15 E. 26 St., 
New York to. $12. 

This second edition of the volume, 
sponsored by the National Office Man- 
agement Association, draws on the 
findings of thirty-three specialists in 
work simplification, job evaluation, 


communications, mechanization, and 


‘seventeen related fields to codify the 


sum experience of American business 
in improving office efficiency. Some of 
the many topics covered in the book 
are improved credit controls, high 
speed sales analysis, new forms sim- 
plification methods, simplified payroll 
procedures, company-wide correspond- 
ence improvement program, control 
and handling of peak clerical loads, 
and job evaluation plans. The book 
also discusses 13 steps for planning and 
administering a beneficial and practical 
employee rating plant, instant visual 
guide to copying processes, complete 
personnel programs and an 8-point pro- 
gram for reducing clerical costs through 
proper design of forms and records. A 
40-page index, 250 illustrations and 
tables, and a section-by-section contents 
increases the efficiency of this book for 
office executives. 


COMMUNICATION IN MANAGE- 
MENT, by Charles E. Redfield. 314 
pages. The University of Chicago Press, 
5750 Ellis Ave., Chicago 37. $5. 

Two new chapters—one on employee 
publications, and another on communi- 
cation and control, have been added 
to this revised, up-to-date version of 
the edition published in 1953. Mr. 
Redfield explains the fundamentals of 
communication, the basic difficulties 
involved, and the techniques which 
have been usefully employed. His book 
“is concerned with those segments of 
social communication within a formal 
organization that are institutionally 
determined by that organization.” In 
dealing with internal communication, 
the author strives to provide the execu- 
tive with answers to his daily com- 
municating problems: giving orders, 
gathering information, transmitting in- 
formation to employees, interviewing, 
conferring, and stating and dissemi- 
nating policy and procedure. 


DEVELOPING EXECUTIVE 
SKILLS: ‘NEW PATTERNS FOR 
MANAGEMENT GROWTH, edited 
by Harwood F. Merrill and Elizabeth 
Marting. 432 pages. American Manage- 
ment Association, Inc., 1515 Broadway, 
New York 36. $o. 

This comprehensive book covers es- 
sential and current information about 
principles, tools and techniques of man- 
agement development and describes a 
systematic method for getting the most 


out of your manpower resources. The 
first part of the volume shows how to 
organize, carry through and evaluate 
a management development program; 
how to deal with the special problems 
involved in management development; 
how to appraise personnel fairly and 
realistically; and how to select develop- 
ment techniques tailored to your spe- 
cial requirements. Specific development 
methods described in detail include 
coaching, job rotation, the problem- 
solving conference, multiple manage- 
ment and role-playing. The second 
section of the book contains fourteen 
completely new case studies in man- 
agement development, concluding re- 
marks, an index and supplementary 
reading in management development. 


ORGANIZING FOR EFFECTIVE 
SYSTEMS PLANNING AND CON. 
TROL, edited by Elizabeth Marting 
and Arnold Dolin. American Manage- 
ment Association, Inc., 1515 Broadway, 
New York 36. $4.50. 

The association’s special report $12 
is concerned with how to coordinate 
the systems department with all man- 
agement activities for improved efh- 
ciency and increased profit. Execu- 
tives of firms describe their system 
departments’ overall approach to plan- 
ning and control, resulting in integra- 
ted operations on all levels, and also 
trace the development of systems plan- 
ning in specific companies. 


SCIENTIFIC PROGRAMMING IN 
BUSINESS AND INDUSTRY, by 
Andrew Vazsonyi. 474 pages. John 
Wiley & Sons, Inc., 440 Fourth Ave., 
New York 16. $13.50 

To answer the question of how can 
the new scientific methods serve as 
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tools in business management, this 
book explains mathematics in business- 
men’s language. It treats the funda- 
mentals of scientific programming and 
illustrates how it can solve practical 
problems such as those associated with 
production, allocation and servicing. 
Some of the problems specifically dis- 
cussed are determining the amount of 
sales effort to be put forth in given 
markets, allocation of a firm’s resources 
for maximum profit, and scheduling 
of machines for maximum efficiency. 


MOTIVATION RESEARCH AND 
MARKETING MANAGEMENT, by 
Joseph W. Newman. Div. of Research, 
Harvard Business School, Soldiers 
Field, Boston 63. $7.50. 

This book is on the newer and 
expanding uses of behavioral sciences 
in marketing—a development known 
as motivation research. It discusses 
what motivation research means in 
terms of specific examples as well as 
for marketing knowledge and admin- 
istration. Based on a two-year study 
of research and the problems related 
to its use, it is written principally for 
the business executive. Focusing on 
ways of thinking, it explores why our 
understanding of buying and consump- 
tion is so limited and outlines a 
process for accelerated and continued 
progress. 


MANAGEMENT ACCOUNTING 
FOR PROFIT CONTROL, by I. 
Wayne Keller. 435 pages. McGraw- 
Hill Book Co., Inc., 330 W. 42nd St., 
New York 36,. $7. 

This volume presents coordinated 
cost accounting and budgetary plan- 
ning and control procedures which 
management accountants use to guide 
management, from foreman to presi- 
dent, in their decision making. The 
book stresses the relationship of the 
effects of income, cost and capital on 
the profit of an enterprise. It presents 
techniques for planning and controll- 
ing these three determinants of satis- 
factory profits, for reporting actuals 
in comparison with plans, and for 


Readers wishing further infor- 
mation from publishers of books 
listed in the Tools of the Office 
section may use the Readers’ 
Inquiry Coupon on page 88. 
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analyzing and interpreting deviations 
from the plans. Some of the topics 
covered in the book are organization 
for management accounting, measure- 
ment and control of profit, reporting 
to top management and make or buy 
and lease decisions. 


OFFICE METHODS, SYSTEMS 
AND PROCEDURES, by Irvin A. 
Herrmann. 539 pages. The Ronald 
Press Co., 15 E. 26 St., New York to. 
$8.50. 

A reference for the office manager, 
systems analyst, controller, forms or 
equipment specialist, this publication 
supplies a program for systematic 
scrutiny of office operations, from a 
single minor function to a complex 
series of functions. Containing over 300 
illustrations, charts, diagrams and 
forms of almost every description de- 
veloped by leading firms and business 
systems consultants, the book covers 
such topics as’ office methods work, 
office inventory survey techniques, 
system and procedure design, forms 
control program, operation analysis 
techniques, and process analysis charts 
as well as such elementary topics as 
paper and cardstock, standard sizes of 
forms and Sles form design, tags and 
tickets, and coupon methods. 


PRINCIPLES OF MANAGEMENT, 
by H. D. Koontz and C. ]. O’Donnell. 
664 pages. McGraw-Hill Book Co., 
Inc., 330 W. 42nd St., New York 36. 
$6.50. © 

Covering the 5 functions of man- 
agers—organizing, staffing, directing, 
planning and controlling, this book 
emphasizes the activities in which 
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every manager at any organizational 
level in any type of firm engages. 
The aim of the book is to provide a 
conceptual framework within which 
the principles and techniques of man- 
agement can be analyzed and ex- 
plained, and systematically to encom- 
pass within this framework a state- 
ment of the theory of management. 
After laying down a basis of manage- 
ment, the book explores in detail the 
5 main functions of management. 


SUCCESSFUL LEADERSHIP IN 
BUSINESS, by Charles A. Cerami. 
224 pages. Prentice-Hall, Inc., Engle- 
wood Cliffs, N. ]. $4.95. 

Designed to help the executive in- 
crease his ability to direct others, the 
book covers such topics as how to get 
your ideas across, how to give orders 
that generate a desire to do the job 
well, how to eliminate disciplinary 
problems, absenteeism, and rapid turn- 
over of personnel, how to see through 
problems quickly and clearly, how to 
stimulate imagination and develop 
ideas, and how to win cooperation and 
respect. The book also contains a four- 
point program to analyze problems, 
checklists to help spot ways to divert 
time away from unnecessary details 
to more important work, and 4 rules 
that add more hours to each work- 
ing day. 


INTEGRATED COST CONTROL 
IN THE OFFICE, by Frank M. Knox. 
304 pages. McGraw-Hill Book Co., 
Inc., 330 W. 42nd St., New York 36. 
$7.50. 

Another edition in the publisher’s 
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Books provide executives with information in compact form 


National Office Management Associa- 
tion series, this book details practical 
techniques for reducing and controlling 
office costs, with particular emphasis 
placed on organization of a systematic 
program to integrate the individual 
efforts of the entire office staff. Such 
factors as control over forms, methods 
and procedures, clerical work measure- 
ment, work simplification and automa- 
tion in the office, record controls, et al., 
are covered. Methods presented in the 
book, according to the publishers, are 
not theoretical since each has been 
tested and proved in actual use in 
business organizations of varying sizes 
and types. 


THE EFFICIENT EXECUTIVE, by 
Auren Uris. 320 pages. McGraw-Hill 
Book Co., Inc., 330 W. 42nd St., New 
York 36. $4.95. 

Mr. Uris’ work is written as a hand- 
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book for the executive who wishes to 
increase his effectiveness and value to 
his company in all aspects of his job. 
The author imparts to the reader 
executive-management techniques by 
charting practical methods for improv- 
ing efficiency in such vital areas as 
human relations, communications, 
delegating paper work, interviews, 
planning, developing ideas, working 
under pressure and getting the most 
out of subordinates. Mr. Uris is a 
member of the staff of the Research 
Institute df America. 


ACCOUNTANTS’ HANDBOOK, by 
Rufus Wixon and Walter G. Kell. 
1,616 pages. The Ronald Press Co. 
15 E. 26 St., New York to. $15. 
The fourth edition of this volume 
is designed to be of help for everyone 
who uses accounting information or 
helps prepare it. The book’s scope en- 
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compasses established rules and proved 
procedures for the setting up of ac 
counts, the planning and execution of 
an audit and the interpretation of f. 
nancial statements. Guidance on such 
matters as the effects of union contracts 
on payroll procedures, a sample form 
for overhead expense distribution, or 
an authoritative definition of salvage 
for depreciation accounting is found 
under the wide range of contents. Four 
hundred illustrations add to the help 
fulness of the volume. 


STREAMLINING BUSINESS PRO. 
CEDURES, by Richard F. Neuschel. 
324 pages. McGraw-Hill Book Co, 
Inc., 330 W. 42nd St., New York 36. 
$6.50. 

Developing a top-management ap- 
proach to the analysis and improve- 
ment of business procedures, this book 
points out how application of organ- 
ized and intelligent research in this 
area offers an almost unparalieled op- 
portunity to increase the effectiveness 
of the modern business organization. 
The volume is divided into two sec- 
tions. One called Procedures Research 
as a Tool of Top Management covers 
such topics as the role of procedures 
in business management, the  top- 
management approach to procedures 
analysis and making the procedures 
program pay off. The other section, 
titled Procedures Analysis and Im- 
provement Techniques, covers initiat- 
ing a procedures project, analyzing the 
facts and developing recommendations, 
installing the approved procedure and 
illustrative standard practice instruc- 
tions. 


PRACTICAL OFFICE TIME SAV- 
ERS, VOLUME II, National Office 
Management Association. 305 pages. 
McGraw-Hill Book Co., Inc., 330 W. 
42nd St., New York 36. $5. 

This book is the second in a series 
that was compiled from ideas sub- 
mitted by members of the National 
Office Management Association. The 


Readers wishing further infor- 
mation from publishers of books 
listed in the Tools of the Office 
section may use the Readers’ 
Inquiry Coupon on page 88. 
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“We're never late filling 
production orders 


...$ince we put in our versatile 
Ozalid One -Writing System” 
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IT STARTED SOME MONTHS AGO. wey, a 4 
OUR nae piatdemabcs CAME TO 


LOOK! YOU SAID YOU WERE GOING TO 
"— 00 ss ABOUT ALL THIS PAPER WOR. 
~ 


I'VE BEEN WORKING OUT A DIRECT COPY SYSTEM 
WITH OZALID'S SPECIALISTS. IT SHOULD END ALL 
THIS HAND-COPYING OF ORDERS THAT CAUSED 

THE BOTTLENECK...AND LOST US MONEY. 


meomeneasaaptte oy 


| KNOW! BUT NOW IVE FOUND THAT 
be THERE IS pene oct WE CAN DO. 


aw, 


or oe 


WITH ‘OUR a SYSTEM IN FULL SWING . . 


THAT'S BECAUSE OZALID DIRECT COPYING 
HAS REDUCED THE NUMBER OF PRINTED 
FORMS BY 50%... AND SAVED US 16 HOURS 
» A DAY ON LABOR FOR EACH 100 ORDERS. 


NOW 


3 AND NO MORE ERRORS. 
THEY USED TO CAUSE US 
SO MUCH DELAY, AND ALL 
THAT RECOPYING. 


WHAT'S MORE, WITH OZALID COPIES, 
' THE COST DEPARTMENT CAN DETERMINE 
@ COSTS AT ANY STAGE OF MANUFACTURE. 


YOU CERTAINLY PICKED ~~ 
A WINNER! OZALID IS 
REALLY HELPING US 
GET OUR ORDERS OUT 
IN JIG TIME. 


SEND COUPON FOR FULL SAVINGS STORY 


paar —_— 
Lowest Cost Per Copy Cadi, Dent. titel 

Ozalid Direct Copying ends wasteful “repeat writing” in Johnson City, N. Y. 

every department...makes dry, perfect copies in seconds. Please send more information on Ozalid One-Writing 

And a letter-size sheet of Ozalid paper costs you less than systems for these departments: 

a penny—lowest cost per copy of any copying process. |_| Purchasing [| Order-Invoicing _[_| Accounting 


[) Receiving [| Production Control [| Engineering 


OZALID" om — 


Position 


DIRECT [COPYL SYSTEMS Shien 
7CUPY/ ‘eee 


A Division of General Aniline & Film Corporation 
In Canada: Hughes Owens Company, Ltd., Montreal 


City State 


eee el 


be ee 
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Tools of the Office 


ideas are for short cuts in office opera- 
tions that make them simpler, less 
time consuming and less expensive. 
Ideas are presented on the special and 
routine operations that go on in every 
office and cover such topics as ac- 
counting, billing, communications, fil- 
ing, forms, purchasing, tabulating, mail 
and payroll. For each idea, the book 
tells concisely how the operation was 
performed previously and how it was 
improved. In many cases, the book 


In OFFICE 
OPERATIONS © 


Here’s a clear, practical guide to the 
reduction and control of office costs 
through an organized management plan. 
It shows how to streamline paperwork, 
eliminate unnecessary clerical operations, 
and use advanced automation where pos- 
sible. Developed specifically for the office 
situation rather than borrowed from fac- 
tory techniques, these methods show you 
how to plan and operate office cost con- 
trol . . . increase supervisory efficiency 
through work simplification and a better 
sense of management responsibility. 


JUST OUT 


INTEGRATED COST CONTROL 
IN THE OFFICE 


By FRANK M. KNOX, President 
Frank M. Knox Company, Inc. 
Management Consultants 


In simple and direct fashion, this book cov- 
ers such factors as control over forms, meth- 
ods, and procedures; clerical work measure- 
ment, work simplification, and automation in 
the office; record controls, etc. Special atten- 
tion is paid to making each concept clearly 
understood for those who are not cost spe- 
cialists. 

Each method in this volume is a practical 
one that has been tested and proved in actual 
use in business organizations of varying sizes 
and kinds. It can be followed and applied by 
office staff members as part of everyday re- 
sponsibilities. 


10 DAYS' FREE EXAMINATION 


McGraw-Hill Book Co., Inc., Dept. OF-12 

327 W 4lst St., N. Y. Cc. 36 

Send me KNOX’S INTEGRATED COST 
CONTROL IN THE OFFICS for 10 days’ 
examination on approval. In 10 days I will 
remit $7.50 plus few cents for delivery 
costs, or return book postpaid. (We pay 


delivery costs if you remit with this coupon; 
{ same return privilege.) 
PRINT | 
PE RAGtedneddadeedpoasecerdureeavingneenns 
EEN - cevdnnyesndsccnanensetonsseseveswecdas | 
 dbexivesiinceersawe Zone... State...... | 
NE? aniguncetcciue bese reeeneainemneneen 
DNL: | ctindn sacaeuesadusebensnenetadeesaaseen | 
For price and terms outside U. S., write 
McGRAW-HILL INT'L., N.Y.C. F-12 | 
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shows what the results were in time 
and money saved. Ninety-six illustra- 
tions amplify the text. 


ACCOUNTING REPORTS FOR 
MANAGEMENT, by Ronello B. 
Lewis. 198 pages. Prentice-Hall, Inc., 
Englewood Cliffs, N. ]. $15. 

This book takes as its central theme 
the proposition that an effective re- 
porting system is one in which the 
pertinent facts are communicated 
promptly to management, relating to 
and covering all significant results for 
each assigned responsibility, for each 
existing authority, for each center of 
operation, and for each center of con- 
trol. Including basic techniques to 
improve reporting systems for a busi- 
ness of any size or nature, it covers 
such topics as 20 ways to improve 
eye appeal, 10 ways to provide better 
control, the management report, cash 
control, reporting expenses, reporting 
research expenditures, capital expendi- 
tures and the monthly letter to the presi- 
dent. Each of these items is designed 
to help make reports command instant 
attention, compel full reading and 
present the facts in a simple and clear 
fashion. 


Personnel Problems 
and Practices 


PROBLEMS AND PRACTICES IN 
INDUSTRIAL RELATIONS, edited 
by Albert Newgarden. American Man- 
agement Association, Inc., 1515 Broad- 
way, New York 36. $3.75 

New approaches to specific problem 
areas in industrial relations are dis- 
cussed in this Management Report $16. 
Included among the topics are human 
relations, wage and salary adminis- 
tration, labor-management questions 
and college recruiting. Reports on 
three companies review their super- 
visory development, their salary admin- 
istration and employee relations. 


RECRUITING AND SELECTING 
OFFICE EMPLOYEES, Research Re- 
port $27. 175 pages. American Manage- 
ment Association, Inc., 1515 Broadway, 
New York 36. $4.75. 

Dealing with a major problem of 


Readers wishing further infor- 
mation from publishers of books 
listed in the Tools of the Office 
section may use the Readers’ 
Inquiry Coupon on page 88. 
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personnel practices, this report 
shows how to increase office produc. 
tion and reduce employee turnover by 
efficient selection of office personnel, 
Based on the actual experience of 320 
companies, both large and small, the 
publication discusses how to organize 
a recruitment program, and how to 
avoid pitfalls in employee selection. 
Specific selection devices are explained, 
A valuable group of model forms such 
as job description forms, interview rat- 
ing forms, tests, etc., is included. 


THE MOTIVATION, PRODUCTIV. 
ITY, AND SATISFACTION OF 
WORKERS: A 
STUDY, by A. Zaleznik, C. R. Christ 
ensen, and F, ]. Roethlisberger. Div, 
of Research, Harvard Business School, 
Soldiers Field, Boston 63. 

This study should be of interest to 
executives who seek understanding of 
small group phenomena in which they 
are involved. A group of 50 workers 
was involved in this study in which a 
combined analytical and clinical ap- 
proach was used. The study was under- 
taken because the investigators felt that 
existing theories on matters of organi- 
zation and organizational change need- 
ed significant renovation in light of 
patterns of human relations that exist 
in many modern industrial plants. Be- 
fore any administrator tries to change 
these patterns, he needs to know more 
about the cultural, technological, small 
group, personality and leadership proc- 
esses that affect and are affected by 
them. This study was aimed specifically 
at providing data for a more up-to-date 
body of theory of organizational and 
administrative behavior. 


THE SCANLON PLAN, by Frederick 
G. Lesieur. 173 pages. The Technology 
Press, Cambridge, Mass., and John 
Wiley & Sons, 440 Fourth Ave., New 
York 16. $4.50 

The three parts of this volume, which 
include a section on Joseph Scanlon, 
the man; another on his plan for labor- 
management cooperation; and a final 
part on the evaluation of the plan, are 
intended to give the reader a new out- 
look on labor-management relations. 
Each part contains essays by several 
different authors, who expound upon 
the merits of Mr. Scanlon and his plan. 
Many of these authors are considered 
to be experts in the field of industrial 
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Auto-typist eliminates routine typing and dictation... by automation 


Auto-typist brings you office automa- 
tion! It’s the fastest, most accurate 
way to handle all repetitive corre- 
spondence . . . and it’s true that well 
over half of general office correspond- 
ence is routine, or follows a standard 
form. Sales letters, order acknowledg- 
ments, answers to inquiries, collection 
letters, just to name a few, can be 
handled efficiently and economically 
by Auto-typist. Any one of your girls 
can turn out 125 letters a day with an 
Auto-typist—3 to 4 times normal man- 
ual typing output. Any standard office 
typewriter can be converted into an 
automatic typing machine—and one 


AMERICAN AUTOMATIC TYPEWRITER COMPANY + 2323 NORTH PULASKI ROAD « CHICAGO 39, ILLINOIS 


Fee: 2. Cie te 


A flip of the switch...a press of the button... * 


00K, WO HAVOS 


i Sh alien 


< avto 


average typist can operate as many as 
four Auto-typists. 

How Auto-typist works . . . Care- 
fully prepared letters or paragraphs are 
perforated on a paper roll which oper- 
ates the typewriter keys . . . similar to 
a player-piano roll. Twenty or thirty 
complete letters can be included, or a 
series of paragraphs which can be 
combined to make up many letters. 

Salutations are manually typed, 
then, by merely pushing the num- 
bered button or buttons that corre- 
spond to the letter or paragraphs 
desired, Auto-typist automatically 
picks out the letter, or assembles the 


MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 
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Use Readers’ Inquiry Coupon on Page 88 
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paragraphs in proper order, and types 
it perfectly! Manual insertions can 
also be made at any point desired. 

The Auto-typist method . . . the 


perfect push-button method of typing _ocagl 
automatically... offers definite savings a 
to every cost-conscious organization. Se 
Write for free booklet. ar 


American Automatic Typewriter Co. 1412 : 
2323 N. Pulaski Road, Chicago 39, Illinois es. 
Gentlemen: ibs 
Please send me a copy of ‘‘Quality with Quantity on 
through Auto-typist Personalized Letters.” CMe 
Name... ee zs 

3 5 
Company & Titte__$_$__. oe 
Address Sieeiscstca ties : 
Ee NESE C CO e Zone State... 
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Hammermill’s complete line of papers 
for printing, duplicating and office use 


Now from Hammermill—comes a new 
idea that makes it easy for you to buy, 
store and use the right paper for your 
printing and duplicating equipment. It’s 
Hammermill Graphicopy Papers. 

This new line includes 181 different 
items in 19 grades of Hammermill 
Papers. Each item is individually num- 
bered to make it easy to order the right 
weight, color and finish for each specific 
job. And Hammermill Graphicopy 
Papers come in new easy-to-open and 
easy-to-use cartons, in packages with 
moisture-proof wrappers. 

Hammermill Graphicopy Papers are 
accurately cut to size 8% x 11 and 


52 


82 x 14. And they are free from curl 
—to assure trouble-free running. 


Very soon, now, you can get well- 
known Hammermill quality plus the 
convenience of ordering all your office 
papers from one source. Ask your 
Hammermill supplier about new 
Graphicopy Papers and the new handy 
“Paper Selection Guide” wall chart. Or 
write: Hammermill Paper Company, 
1471 E. Lake Road, Erie, Pennsylvania. 


Handy Hammermill E-Z Carry Pak* 
makes it really easy to remove Graphicopy 
Papers from the new Hammermill E-Z 
Paper Pak Carton*. *Patent Pending 


Hammermill Graphicopy Papers Include: Hammermill Bond * Cockletone Bond « Management Bond * Whippet Bond « 
Hammermill Mimeo-Bond * Whippet Mimeogragh * Hammermill Duplicator « Whippet Duplicator « Hammermil! Double Purpose 
Master Paper + Hammermill Offset Wove » Hammermill Offset Vellum * Hammermill Offset Super-Smooth + Glossette Coated Offset + 
Deeplake Offset * Hammermill Opaque + Hammermill Cover * Hammermill index * Hammermill Translucent « Hammermil! Braille 


Use Readers’ Inquiry Coupon on Page 88 OFFICE MANAGEMENT 


: Ngs= ="[- | 
/ Tae 
| ae » 
_ B22 \-\y 
clea OS , 
nn core ag a - 
| ra ‘a=: sfe=i ; 
E { - =. Laat ei 
ese Cue “a Ste aaa cor 
4 Si, lg ee noes PT 
: | om ‘ a S| 4\ , pla 
of a  1- sen 
| | ee nd *° age 
oe oe aN ; 
Oe cS eae a F - 
7. Masia |~ ; cifi 
= | a "ate Pe | 
: Paes “ . = ™ 4 ' esse 
eee ‘ees a re \ ms 
a oN w= |~ | - \ = Be not 
; ey S : : BRAM ee ee ee wee if 
a  . aaa ae ee 
-. \ ae a M 
“ag | : - rr x : a Bese ag ef “yey £ wn ) 
.—6hLhxAl Oe ERM ear 
a eal w if oy |! 
ay | 2 A ¢ | | Sa ea 
. | Se : om > § i ay va 
Lip 7 fe. Jay a - aa sul 
pease om i | % - a = e: oS 
fas 7 & aa F ae 
‘ | 4 ? % : 4 a , — pr 
tae. i Vee. ARE fj Ai tic 
ae | i» . n 
< he Fao : Q 
‘ | ' | y , 
ee 
>t a V 
* .e i & LS Es Fee A 
is ; Pe ; " g : ee o i o 
ye _ ee a c 
* .6hCUmLcaE 1 - . :, 
+: ee Ff YU 
me SS 7 oF 
ie a ag a 2. 7 [Py & eZ b 
a PL 
a mY te << f 
ct i (oe ae 
5 Qe ea 
Ue. Se 
ea 
alee ea i... a ee ie ec pre =. a he: — ae i. ae 
5 ll et er hl — ot py i “ 


Tools of the Office 
(Continued) 


relations; others have been actively 
working with the Scanlon Plan. Ac- 
cording to Douglas McGregor, the 
plan “is not a program in the usual 
sense; it is a way of life—for the man- 
agement, for the union, and for every 
individual employee.” Mr. Lesieur spe- 
cifically describes the plan which is 
essentially a labor-management “team- 
work process” involving a system of 
measurement or the setting up of a 
norm, together with the actual partici- 
pation procedure. 


HOW TO SUPERVISE PEOPLE, by 
Alfred M. Cooper. 264 pages. McGraw- 
Hill Book Co., Inc., 330 W. 42 St. 
New York 36. $4.95. 

This fourth edition of the volume 
has been revised to take account of the 
changing conditions under which to- 
day’s supervisory personnel must direct 
their subordinates. Designed as a 
manual for all those employed in a 
supervisory position, the volume covers 
all the typical jobs and problems of 
hiring, discipline, preventing accidents, 
promoting teamwork, training work- 
ers, delegating authority, labor rela- 
tions, etc. Techniques for handling 
them are discussed, with examples of 
typical problems and specific solutions 
now being used in general practice. 
Question material that suits the book 
for conference training is included. 


THE APPRAISAL INTERVIEW, by 
Norman R. F. Maier. 246 pages. John 
Wiley & Sons, Inc., 440 Fourth Ave., 
New York 16. $5.98. 

Aimed at the executive so that he 
can direct his subordinates to greater 
creativity and efficiency, the book dis- 
cusses the appraisal interview and em- 
phasizes the modern problem-solving 
interview. The author believes that 
this type of interview cuts defensive 
behavior to a minimum, permitting a 
freer flow of ideas and the ultimate 
correct solution of the questions being 


Readers wishing further infor- 
mation from publishers of books 
listed in the Tools of the Office 
section may use the Readers’ 
Inquiry Coupon on page 88. 
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One k’H saves 


time for several departments! 


Department to fold form letters. Then Billing began to 
borrow it, for invoices. Now Sales folds price lists, and hee 
Engineering spec. sheets. That little PB folder is saving | 

a lot of time and headaches in several departments.” . 


“We got a Pitney-Bowes folder in the Advertising 
> 


Hand folding is monotonous, slow, 
takes too much time—and is unnecessary 
today. The small, light, portable Model FH 
folds faster and more accurately, leaves girls 
free for more important work, saves time— 
and yet it costs less than a standard typewriter! 


The FH will quickly, easily handle daily correspon- 
dence, with multiple pages, stapled or loose, and 
with odd-sized enclosures. This semi-automatic 
folder makes eight different folds, takes sheets as 
large as a 814 by 14 inches, in most weights and 
finishes—at speeds up to 80 a minute. (It’s even 
faster with optional full automatic feed). 
Shows big savings, even with infrequent use. 
Ask the nearest Pitney-Bowes office for a 
demonstration, no obligation. Or send 
for free illustrated booklet. 


FREE! Handy desk or wall chart of new postal 
rates with parcel post map and zone finder. 


The folder that costs less 
than a standard typewriter! 


The larger model FM, 

fully automatic, can 

fold up to 19,000 
sheets an hour. 


= PITNEY-BOWES 
= Folding & Inserting Machines 


Maav by the originator of the postage meter .. . offices in 107 cities. 


gt tone? -—sthoenly ge eis 

PitNey-Bowes, INc. 

] 2913 Walnut St., Stamford, Conn. i] 
Send free ( booklet on PB folding and 

| inserting machines; () Postal Rate Chart 


NEW! PB’s 3300-FH 
combined folder-inserter 
folds and stuffs 500 bills, 
letters, etc. in envelopes 
in 8 minutes! By itself, 
the 3300 hooks onto any Name | 
PB folder, or can serve 

as an inserter alone. 


= 


an ena ananananenenanall 


Use Readers’ Inquiry Coupon on Page 88 53 


aes 


es ae eae ee ben’ “a. We ; ———— ee eae a a. | Ie eee. 2 we Pt iy 
; ; : ie aa ee oo ae — . (a ee ee og . 2 
: ars 
= 
ee 
‘ 
| md 
ae esd 
| Be es 
—— 
| Ape y 
| = 
| << a 
TT ‘ Lora 
ly Oa, Wes 
| be ; 
| te 
La ; ; 
~, NI | “7 : eS 
y | = ‘ - ee 
—— | _ 
| ‘ 
— | Fi 
ce aks 
- : ny 
| a. ek ae op 
2 . ee 
. | § Pi oe: pase 
az | : 4 4 $ - ; 
oe 4 - = Rt 
S i | ’ ‘ 4 We 
ey . | ‘ 
%, | | q % & ‘ - ce 
- : 
A | ~ F 4 ; 2 
s & j a 
: i @ aes 
: ia y ; 
Sed ae eet : 
Te _ £ 
See . Ww ®. 
‘ . 4 “cs Se : aa Tan . 7 
Se Seis ee ie ONY a - 
- / 4 htt a a. 
ef fee Be mittee Wiis * Pes ae 
a 4 am UE Bis 9 & —_— Pad 
ea % 18h CEE <o 
« ye eh — = 5 ome gf i os az 
es : i ee ae Ae 
a 
ce “<) : 
- ¥ d 
" : i> 7 
he ¥, = 
pe 
— rR OO “te * aa 
opy ss. . * ee 
E-Z 4, — ioe 
ding ec~ a, SD 
- ° " ee 
rpose ’ Lae, 
set ° b. 
raille ey 
NT a ee os 
se fe 
Te 
a ao el af pe '2 a a hee gta iat a aay: 
es e2 oe. " ae a a == a 1 a é aie Be me ha a eo | = : Py oe oy ‘ i 
Si , ia - ee 4 jo 222, = Glam iste SOG h MMMMRORe cme, | ee ah a 1 We . 


5 ae 


ele 
aes 


eh nee eae 4 “Se 


Tools of the Office 


explored, as contrasted to the older 
“tell and sell” and “tell and listen” 
types of interview. All 3 types are 
discussed with definitions advanced for 
objectives, methods and skills. As 
guides to the responses evoked by each 
method, lengthy transcriptions of role- 
played interviews are supplied accom- 
panied by concise analytical comments. 
These illustrate how supervisor and 
subordinate interact in different situa- 
tions, how the employee can best be 
informed of his status, and how areas 
of improvement can be spotted quickly. 
The author also copes with the means 
of improving superior-subordinate _re- 
lations particularly via the medium of 
delegating responsibility. 


rn Voain) On NOLLNOIRS 
SdNOUD NAOM IVIMLSAGMI 10 BOIAVHIE 


BEHAVIOR OF INDUSTRIAL 
WORK GROUPS: PREDICTION 
AND CONTROL, by Leonard R. 
Sayles. 182 pages. John Wiley & 
Sons, Inc., 440 Fourth Ave., New 
York 16. $4.75. 

This book provides a method of 
predicting the behavior of work groups 
based on their structural characteristics. 
The author emphasizes the differences 
that exist between work groups rather 
than the similarities, and relates these 
differences to the technology of the 
plant. He demonstrates how manage- 
ment predetermines its own human 
relations problems by prescribing the 
flow of work. The volume is based 
on a two-year study of 300 work 
groups in 30 firms and examines the 
various ways the groups respond to 
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management and union in dealing 
with their internal problems. The 
author includes a discussion of the 
motivation and goals of these groups 
and the circumstances under which 
they change their pattern. 


NATIONAL MANPOWER COUNCIL 


Work in 
the Lives of 
Married Women 


WORK IN THE LIVES OF MAR- 
RIED WOMEN, National Manpower 
Council, Proceedings of a Conference 
on Manpower. 200 pages. Columbia 
University Press, Columbia University, 
New York 27. $4.75. 

Of great interest to management con- 
cerned with personnel problems will be 
this volume of the proceedings of a 
conference on Womanpower, held Oc- 
tober 20 to 25 at Columbia University. 
Three out of every 5 of the 22 million 
women in the labor force are married. 
The volume deals with a host of sig- 
nificant questions based on these sta- 
tistics. Some of these questions are: 
Why do married women work? What 
happens to the income they earn? 
Where does the responsibility lie for 
providing adequate child care facilities? 
Do older women make good workers? 
To what extent will the future growth 
of the nation’s labor force depend upon 
the more effective utilization of woman- 
power? The book contains the addresses 
delivered at the conference by the well- 
known participants, reports of the con- 
ference discussion and a summary of 
the conference findings. 


Next Month: 
The Yearbook Issue will 


contain a complete re- 
view of the basic types 
of office equipment. 


vgn 


THE EVALUATION INTERVIEW: 
PREDICTING JOB PERFORMANCE 
IN BUSINESS AND INDUSTRY, by 
Richard A. Fear. 288 pages. McGraw- 
Hill Book Co., Inc., 330 W. 42nd St., 
New York 36. $6. 

Step-by-step procedures for effective 
use of the interview as a selection 
device, from the time an applicant 
first appears until the report on his 
qualifications is written, are offered by 
this book. The author discusses how 
to become a good interviewer, how to 
acquire essential information from the 
applicant, and how to evaluate fully 
and correctly this information in terms 
of the job for which the individual is 
being considered. The book also dis- 
cusses the place of the patterned inter- 
view in employee selection, describes 
needed basics of human behavior to 
help the interviewer know what to 
look for in applicants, and includes 
useful information on such other selec- 
tion techniques as aptitude testing. 


Miscellaneous 


CREATIVE THINKING, by Charles 
S. Whiting. 168 pages. Reinhold Pub- 
lishing Corp., 430 Park Ave., New 
York 22. $3.95. 

The author attempts to provide 
management with advice on the use of 
creative thinking by taking a fresh look 
at this controversial subject. The op- 
erational techniques, including group 
discussion methods, and analytical or 
mechanical techniques that have been 
found helpful in producing creative 
ideas, are presented. Each is evaluated 
with regard to advantages and disad- 
vantages, and descriptions of several 
company creative programs are given. 
A great portion of the book is devoted 
to brainstorming, the discussion meth- 
od in which all judgment and criticism 
are eliminated from the idea produc- 
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tion stage. Mr. Whiting emphasizes 
that creative thinking is only meant 
to supplement other orthodox plan- 
ning methods, such as logic and the 
scientific method. 


Linyd L. Lowenstein 
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MATHEMATICS IN BUSINESS, by 
Lloyd L. Lowenstein. 364 pages. John 
Wiley & Sons, Inc., 440 Fourth Ave., 
New York 16. $4.95. 

A good review of essential business 
mathematics will be found in_ this 
text written by a professor of mathe- 
matics at Arizona State College. The 
material establishes a foundation for 
advanced work in the mathematics of 
finance and in accounting, business 
statistics, insurance and other business 
subjects. Divided into 10 major sec- 
tions and 2 appendices, the book covers 
business arithmetic, business algebra, 
percentage computations, profit and 
loss, simple interest and _ discount, 
averages, compound interest, annuities, 
applications of annuities and depre- 
ciation. Logarithms and the binomial 
theorem are explained in the appen- 
dices. Amply supplied with tables and 
problem exercises (with answers), the 
text also includes discussions on such 
topics as assessments and taxes, com- 
mission, trade discount, and cash dis- 
counts. 


TARGETING SALES EFFORTS, by 
Charles W. Smith. 396 pages. Columbia 
University Press, Columbia University, 
New York 27. $15. 

This book is designed to help mar- 
keters of nationally distributed products 
target their sales efforts more efficiently 
by producing a statistical tool for de- 
veloping information about where peo- 
ple buy. The tool “is a classification 
of markets which reflects the concept 
that most products are purchased 
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within a relatively small area, sur- 
rounding each major center of popula- 
tion, and that these areas logically fall 
into a small number of classes having 
common characteristics.” Part One of 
the book describes the method in de- 
tail, explains its use in general and il- 
lustrates its application to specific 
types of marketing problems. Part Two 
consists of tables which provide a com- 
plete listing of cities, counties and trad- 
ing center areas needed to apply the 
method. 
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THE SECRETARY’S HANDBOOK, 
by Sarah A. Taintor and Kate M. 
Monro. 559 pages. The Macmillan 
Co., 60 Fifth Ave., New York 11. $4.95. 

Although designed primarily to be 
an indispensable addition to the secre- 
tary’s desk, this book contains much 
valuable basic information of the refer- 
ence type for the executive. Correct 
punctuation, rules for grammar, spell- 
ing, abbreviating and italicizing, rules 
for alphabetical filing, sources of in- 
formation, and guidance in_ report 
writing, proofreading and letter writing 
are some of the features to be found. 


UNDERSTANDING COLLECTIVE 
BARGAINING, edited by Elizabeth 
Marting. 416 pages. American Manage- 
ment Association, Inc., 1515 Broadway, 
New York 36. $7.50. 

In this authoritative and non-techni- 


Readers wishing further infor- 
mation from publishers of books 
listed in the Tools of the Office 
section may use the Readers’ 
Inquiry Coupon on page 88. 
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cal hand-book on the collective bargain- 
ing process, over forty authorities show 
how to prepare for contract talks, how 
to check the contract for clarity and 
precision, how to reevaluate bargain- 
ing issues in the light of recent devel- 
opments, and how to communicate 
with employees, supervisors, and the 
community. Some of the chapter 
headings are Bargaining and the Com- 
pany’s Future, At the Bargaining 
Table, Special Situations and Problems, 
New Thinking on Old Issues, Current 
Areas of Controversy and Explaining 
Management's Position. An appendix 
is included which contains actual com- 
pany materials used in collective bar- 
gaining. 


SELECTING, PLANNING AND 
MANAGING OFFICE SPACE, by 
Beryl Robichaud. 361 pages. McGraw- 
Hill Book Co., Inc., 330 W. 42nd St., 
New York 36. $8.50. 

This book was designed to serve as 
a guide for management by providing 
ideas and methods to achieve more 
efficient and economical use of office 
space. Drawing on the actual experi- 
ence of many companies, the manual 
gives practical help on every phase of 
space management—whether it be find- 
ing the best location, deciding whether 
buying, building or renting will be 
most economical, or time-and cost- 
saving cleaning and maintenance 
methods. The book is directed pri- 
marily to top management, operating 
management and staff specialists, and 
covers the 4 basic categories of selec- 
tion of location and building for the 
office, determining space requirements 
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WITHOUT CARBONS 


NCR PAPER DOES IT}... produces cleaner, clearer copies 


Business forms users everywhere are dis- 
covering that NCR Paper speeds up 
their work. Without using carbon paper 
or even any carbonization, this amazing 
paper makes perfect copies of sales slips, 
invoices, premium notices, stock requisi- 
tions—any one of hundreds of applica- 
tions where clean, clear copies are needed. 

Non-smearing NCR Paper, perfected 
by the research laboratories of The Na- 
tional Cash Register Company, elimi- 
nates smudging of copies or fingers and 


ANOTHER PRODUCT OF 


is easy to handle because it requires no 
carbon inserts. Up to five legible copies 
can be made with a standard typewriter, 
ball-point, pen or pencil and eight or more 
with a business machine or electric 
typewriter. 

NCR Paper is simple to use. Just put 
together several forms. Copies are ob- 
tained from hand written or business 
machine or typewriter forms. Finished 


copies are always neat and clean, easy 
to read. 


THE NATIONAL CASH REGISTER COMPANY, payton 9, onio 


1039 OFFICES IN 121 COUNTRIES 
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@ HELPING BUSINESS SAVE MONEY 


Use Readers' Inquiry Coupon on Page 88 


Have your forms printed on NCR Paper 
by your present forms supplier. You'll be 
amazed how easily it solves the problem 
of producing multiple copies. You'll get 
better, cleaner copies in less time! Phone 
your present forms supplier, to- 4 
day, for further information 
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ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
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and planning for the office interior, 
furnishing and decorating the office 
and management of office space. 


yOU AND YOUR JOB, by Walter 
Lowen. 291 pages. Hawthorn Books, 
70 Fifth Ave., New York 11. $4.50. 

The author, a well-known employ- 
ment counsellor, discusses the import- 
ant subjects which will help employees, 
including the office executive, to view, 
analyze and evaluate their jobs. He 
pinpoints the advantages of getting 
ahead in one’s present job, shows how 
to gain a fresh perspective on one’s 
work and tells how to look for oppor- 
tunities to improve and develop one’s 
value to an organization. The book 
also discusses job change, how to make 
sure one’s job will fit, how to sum 
up one’s prospective employer and his 
company, and how to look for the 
advantages a good job should offer. 


SALE-LEASEBACKS AND _ LEAS- 
ING IN REAL ESTATE AND 
EQUIPMENT TRANSACTIONS, by 
Harvey Greenfield and Frank K. Grie- 
singer. 175 pages. McGraw-Hill Book 
Co., Inc., 330 W. 42 St., New York 
36. $15. 

This new Consultant Report should 
be of great interest in its discussion of 
real estate and equipment leasebacks 
and the leasing of new equipment, be- 
cause of the need for modernized plants 
and equipment and the need for new 
marketing techniques to improve dis- 
tribution of equipment in this competi- 
tve era. The book analyzes the pros 
and cons of using these tools, discusses 
the tax, legal and accounting factors 
involved and gives practical case his- 
tories to illustrate the points covered. 
The introductory section explains the 
concept of leasing, stresses the use of 
long-term credit, and discusses alterna- 
tive financing methods. The reader is 
also introduced to basic principles of 
scientific method as applied to decisions 
involving capital goods financing. The 
second section describes the use of real 
estate leasebacks by both management 
and investors and contrasts it to mort- 


Readers wishing further infor- 
mation from publishers of books 
listed in the Tools of the Office 
section may use the Readers’ 
Inquiry Coupon on page 88. 
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At Grumman Aircraft Engineering Corp., Bethpage, N. Y., 
50 Verifax Copiers speed communications inside company and out. 


Dont let 10-minute walks 
cancel what you save 


by modern copying 


Putting a new Verifax Bantam 
Copier in every department 
ends those ten-minute—or 
longer—walks todistant copiers 


As systems men sce it, this saves 24¢ 
or more every time copies are made. 
The savings on secretarial time alone 
quickly pay for each department’s 
Bantam Copier. 

And think of the convenience! 
No one need take more than a few 
steps to get clean, easy-to-read copics 
of letters, reports, orders—what have 
you (5 copies, made in 1 minute for 
just 244¢ each). You'll speed up 
communications inside your com- 
pany and out... take advantage of 


EASTMAN KODAK COMPANY 


ott eeeeeeeeeeeeeees MAIL COUPON TODAY -+++++-+ Ss ~ 


Business Photo Methods Division, 343 State St., Rochester 4, N.Y. eee 
Gentlemen: Please send new booklet describing Bantam and 
other Verifax Copiers. Also names of nearby dealers. 


Name 


Position 


time-saving Verifax short cuts as 
never before. 

Call your local Verifax Dealer for 
a demonstration of the Verifax 
Bantam Copier, and an estimate of 
the savings possible in your organi- 
zation with decentralized Verifax 
copying. Check ‘‘Yellow Pages” 
under duplicating or photocopying 
machines—or mail coupon. 


Price shown is manufacturer’s suggested price 
and is subject to change without notice. 


Verifex Copying 


DOES MORE...COSTS LESS... 
MISSES NOTHING 


Be mm re 


Company 


Street 


City State 
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gage and debenture financing. The 
third section is devoted to equipment 
leasing with particular attention given 
to legal background, including a full 
discussion of purchase-option leases, 
existing government administrative 
law and the trend of recent court de- 
cisions. Mr. Griesinger is the author 
of many articles on techniques of fi- 
nancing and marketing equipment, 
and Mr. Greenfield is a recognized 
authority on matters of taxation, real 
estate and estate planning. 


THE DIRECTOR LOOKS AT HIS 
JOB, edited by Courtney C. Brown and 
E. Everett Smith. 150 pages. Columbia 
University Press, Columbia University, 
New York 27. $2.75 

This book is based on a symposium, 
sponsored jointly by the Graduate 
School of Business of Columbia Uni- 
versity, and the McKinsey Foundation 
for Management Research, which dis- 
cussed the role of the board of directors 
in American corporate life. Many 
problems of board composition and 
functioning are brought into sharp 
focus. The last chapter in the book is 
a summary of the conclusions reached 
by the symposium. 


THE SECRET ARY’S BOOK, by S. ]. 
Wanous, and L. W. Erickson. 597 
pages. The Ronald Press Co., 15 E. 25 
St., New York 10. $4.25. 

This volume may be of interest to 
executives who want relief from the 
burden of handling details personally 
and answering routine questions. The 
book contains information on every 
aspect of modern secretarial work in- 
cluding the handling of business forms, 
taking minutes of meetings and writing 
reports. 


ACCOUNTING FOR’ NON-AC- 
COUNTANTS, by John N. Myer. 227 
pages. American Education Council, 
2 E. Ave., Larchmont, N. Y., and New 
York University Press, New York. $5. 

This book is designed for profes- 


Readers wishing further infor- 
mation from publishers of books 
listed in the Tools of the Office 
section may use the Readers’ 
Inquiry Coupon on page 88. 
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sional men and women, partners, man- 
ufacturing and corporation executives 
and middle management so that they 
may achieve a workable understanding 
of accounting techniques as applied to 
their own business or profession. Spe- 
cific information is given on a wide 
variety of topics including manufac- 
turing inventories, departmental costs, 
job order system, the role of cost ac- 
counting, and corpdration capital. An 
index and large scale samples of ac- 
counting forms are also found in the 
volume. 


Branch office— 
(From page 34) 


ple, in the department which main- 
tains all of its personnel records. 

In the Route Section Office, how- 
ever, shelf-type filing has fit particu- 
larly conveniently into a one-secretary 
working routine. 

For one very important thing, the 
advantages of using this equipment as 
a partition work both ways. The de- 
partment’s secretary also has more pri- 
vacy. 

Because the new files house more 
documents per square foot of floor 
space, the secretary has less walking 
and searching to get the records she 
wants. <A particularly convenient fea- 
ture has been that the secretary can 
reach her most active files without leav- 
ing her desk. 

According to actual experience, the 
girl in the Route Section Office spends 
about one-third less time in her filing 
work than before. Because the time 
saved this way can now be put to far 
more constructive use, overall efficiency 
is rated about 25 per cent higher. 

Extend these savings on a company- 
wide basis and it is easy to see that 
we have an operational detail which is 
very much worth paying attention to. 


“Special projects” — 
(From page 32) 


are in a month, it is not too serious: 
this is no pay record; it will still give 
a good idea of the relative amount of 
time spent on various major products. 
If most of the man’s time is spent on 
some regular activity other than special 
projects, he can show it, for the pur- 
pose of this record, merely as one big 
project. 
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If you’re 
“out to sea” in 
paper work... 


get on solid ground by consulting one of Reynolds 
& Reynolds expert representatives! They’ve helped 
hundreds of large and small companies simplify 
paper work procedures. Reynolds & Reynolds will 
design business forms to meet your own particular 
requirements . . . and coordinate these special forms 
into an integrated system which will streamline 
your entire office procedure. Reynolds & Reynolds 
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The Reynolds & oo js 


DAYTON, OHIO ¢ CELINA, OHIO ¢ 


systems are made up of custom-tailored payroll 
checks, voucher checks, purchase orders, invoices, 
inventory records, production records, letterheads, 
envelopes, customer statements, machine account- 
ing forms, bills of lading, journals and ledgers—to 
mention a few! 

Let a Reynolds & Reynolds representative go 
over your paper work with you... no obliga- 
tion! See list on adjoining page . . . call today! 


DALLAS, TEXAS ¢ LOS ANGELES, CALIFORNIA 


BUSINESS FORMS AND 
SYSTEMS SINCE 1866 


Also manufacturers of Post-Rite 
Pegboard Accounting Systems 
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Estimating starting and completion 
dates helps in programming the work: 
and it is always desirable to have a 
target to aim for. The first estimate of 
savings can be a very approximate one: 
but if it isn’t made, other things being 
equal, (and sometimes they actually 
are), how can one tell which job to 
tackle first? or where to spend the most 
time? 

The remaining columns provide for 
more exact estimates of benefits to be 
obtained from the various tasks—they 
can be revised from report to report, 
as they become more accurately known, 
—and for the evidence that they are 
real benefits, not just pious hopes. 

How to estimate savings? A fairly 
orthodox formula, can be printed on 
the back of the form showing time ex- 


pended against results achieved. No, 
this isn’t an expensive layout either. 
Same process as the front. 

This, too, may seem like a lot of 
work. But so often, the report on each 
project either has to include some cal- 
culation of benefits, or would be the 
better for it. Some action, some change 
will be advocated as a result of the 
study. Someone will have to agree to it 
—and is likely to do so much more 
readily if there is a clear indication of 
the results to be expected. What speaks 
more clearly, in business, than dollars? 
This being the case, the work of cal- 
culating the value of the project in 
dollars is no extra work for the purnose 
of our report; but having a standard 
formula for doing it is a help in two 
ways. It makes the calculating easier, 
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Roll Labels 


NO. 60—Easy Starting slit and accurate perforations assure 
quick, clean tear—reduces spoilage—eliminates retyping 
—saves time. Deeply scored for speedy, uniform folding. 
Heavily gummed for easier application. Available in white, 
blue, manila, green, cherry, canary, buff, salmon and gold- 
enrod. Free-Feeding typewriter carriage bor of 250 labels, 


each 1%6" x 3%" ... 


Fanfold Labels 


NO. 50—SAME SUPERIOR QUALITY as EUREKA'S Roll 
Labels, but packed in Fan Fold box for typewriter use. Avail- 
able in white, blue, buff, canary, cherry, goldenrod, green 
and salmon. Box of 500 labels, each 14" x3%," ...75¢ 


AT YOUR FAVORITE STATIONER 


EUREKA SPECIALTY PRINTING COMPANY 


Dept. 21-Scranton, Pa. , 
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by harnessing the force of habit; and 
it makes acceptance easier: once the 
basic formula has been approved, jt 
does not need fresh explanation and 
approval each time it is used. 

So much for the report form. It 
serves several useful purposes: 

1. As a planning and programming 
tool for the man doing the jobs; 

2. As a means for him to get his 
achievements on record in eye-catching 
form, for his boss; 

3. For the latter to see how the 
projects—and the man responsible—are 
getting along; 

4. As a basis for periodical summary 
reports for management, and to answer 
their questions on the progress and cost 
of specific projects. 


Posting is simple 


How about these last two items? 
Better confess right away that to get 
the most out of the record in these 
ways, it is easier to have a posting job 
done. Horror upon horror! More rec- 
ords. New postings, too. And look at 
the “posted” form (Figure 2). Nothing 
like the original one. Must be quite a 
tricky posting job. 

Once more, though, it’s nowhere 
near as bad as it looks. True, we need 
one form to post for each project, 
to keep a running progress record of 
that project. But after all, how many 
projects are running? It’s not like 
Accounts Receivable, with hundreds— 
perhaps thousands—of sheets. And if 
there are as many as fifty, there ought 
to be more of a record than memory. 
If there are less, it won’t be much of a 
job to post them once a month... 
compared to the use that can be had 
from the record. 

The actual posting is not complex 
at all: it is a straight copy job—one 
line of report to one project sheet. The 
columns on the report form are num- 
bered. The corresponding “boxes” on 
the project sheet have corresponding 
numbers. The apparent basic difference 
is only that the entries from the first 
few columns of the report go at the 
foot of the project sheet—so that when 
the sheets are filed they can form a 
visible margin. This can show at.a 
glance all the projects in hand, for a 
quick review (Figure 3). Numerous 
types of suitable 844” x 11” visible 
index filing panels are available. 

This type of equipment allows, 
among other things, two further useful 
features: both the current status of the 
projects, and the progress, can show, 


OFFICE MANAGEMENT 


esr 


_ 
Ss i 
. i 
| 
&€§ 
| 
? i 
a | <=" “> GN RS Grn Sr ca al Just 
7 | a | Die: 
ae _— —— - con 
—— | 4 ee re tra 
n ae | ee the 
Se | > a ba ‘ 4 
— Mc 
4 es a 
< a: 
2 Zw LZ Za i ( 
% . 
=e oo ) 
aa ¢ 
: Z 
%, | 
a8 e | 
: ee 
eo: 
a eg 


it; and 
nce the 


a this book 
rm. It can 


"| revolutionize... 


get his 


“hie! — and economize 
yw the 


ear your daily 
sa office 
procedures! 


. Just published by 
items? | Diebold, Inc., this 

he, | suthoritative manual 
oer contains the complete 

e ree. | tanscript of the first 

ok at | Symposium ever held on 
thing | the use of Procedural Microfilming 
uite a | as an everyday office tool in 


Clerical Cost Control. 
where 


need | 2he symposium, held at the 
roject, | Park Lane Hotel in New York City, 
rd of | under the chairmanship of Jerome W. Harris, Ee 
many | Publisher and Editor of Management Methods 0 Fi 
like | Magazine, was sponsored by Diebold F ; tM 9600 


eds— | and covered such.subjects as: 


nd if 

—_ * reduction of clerical e elimination of ¢ Motorized ae 
re operations descriptive billing e Portable | 

| OF 4 |e protection against bad . e Lowest Cost 5 

a4 checks ¢ uses in budget i Fi 

had | protection of accounting © 


shareholders records 


nplex | * speeding tax reports e savings in credit 


, lag . operations 

—one | * increasing inter-city 

The banking services e uses in field audits 
num- | * uses of procedural x ? 
* a microfilming in market © savings in the 

, research educational field, etc. FLOFILM 9600—first 
ding microfilm camera 
rence specifically designed 


for “Procedural Microfilming.” 


SS SSS SSS SSSSSS SSS SSSSSSS SSS SSS SS ee=%, 


first | Por your free copy of “Procedural Microfilming” clip the 
- the | coupon to your business letterhead and mail today. Addi- 
vhen tional copies are available at $1.00 per copy. DIEBOLD, INC. Dept. 122 


ma Flofilm Division 


at.a ae = : Norwalk, Conn. 

or a i : . Please send copy of “Procedural Microfilming” to: 
-rOUs 

ible- 7 — Name Title 


ows, oo. | iS r: " » OSA T E dD os : Company 

seful F 2 er 

ie: City Zone___ State. 

ENT | DECEMBER 1958 Use Readers’ Inquiry Coupon on Page 88 ca” Gein 61 a 


a os 1 A ny . 
Tk. chaise: ge 01%, ax Pee Sc aad 


F on 
~ 
5: : ot }. Eke i oe ‘Pees Pgee é e aera . ae ee “aa = 
| no. es a series of low cost microfilming procedures a 
' ee 
Lag 
i : 3 we i 
ee ts Legge era er ee 2) — 
ne Bee. : a e me 
. Po ; 
: D pS ‘ ie 
oe « j : ; . 
* 3 : Sent 
ee 4 f Set ae 
a Bs . Ea 
” B 4 “as 
l Nl / TDs: er 
f ; di aoe = or 
os WN Be — 
EW TECHN n = 
IN CL. IQUES E “2 Paes 
c ERICAL 4 za 
Ost } a. - 
co aS, eid 
NTR OL fe — ; 2] 4 
Lae of > q ‘ Ss "| 
Re i p> all a ea 
fot mpeg 2 — lS os oe 4 
Moves i ton ct nn ett: sop ame oe ‘ <. * : 
iS eer oes a oe oe ‘ 
i ee 24 we 2 Be “4 } fea 
ee ms a. : Span. aaeee 
. e = - vag fe 0 t Pi 
—_— —_ff scons x E 
ee. | |e akg = “The a. ‘ 
eR vais * i a 
e 
a 
. 
= 
—— a = | 
; 
ee 
a 
' 
t 
ee ee . 
aes Te e : 
o 
7 ; 
é 
« - 
. ‘ 
H 
7 i 
i. | \ "7 oan — : a a <= s SS oa oe _ 
a eee. | @ Wn ie aa... — SS ae 
Pee ee By Sea a i - Cn arene 14 a sO ae ee a - Rey oe i a eae 


in the form of code symbols (towards 
the right of the margin in our ex- 
ample); and colored flashes can be in- 
serted to signal urgent tasks, or who 
is responsible. 

The only other basic difference be- 
tween the project sheet and the report 
form is that the project sheet provides 
space for several entries in successive 
months, where the report form only 
has to provide one line or so per project 
per month. 

Given the project sheets, then, we 
can add some more numbers to our 
list of uses for our project record set-up: 

5. Indication of pace of progress: 
perhaps more help is needed to clear 
the job up; 

6. Record of the total time spent on 
each project, by anyone who has had 
a hand in it: to insure that results 
justify the effort allocated to it, or are 
likely to do so. 

7. A constant reminder of the proj- 
ects running—and, more important, of 


the ones that should be running, but 
are not. 

8. Once the job is finished, a con- 
venient summary of what went into it, 
and what came out, in terms of con- 
firmed savings or other benefits. This 
can help in estimating the effort that 
future similar projects will need, and 
the value that a given effort may yield. 

The forms we have illustrated won’t 
fit any other office. But the approach 
they illustrate may meet a similar need. 
If it does help to keep those “too-long- 
term” jobs moving it will certainly be 
worth the trouble. 


Seagrams— 


(From page 28) 
area in complete balance, or they are 
contained in the overall luminous ceil- 
ings. Display lights in the executive 
conference room disappear into. the 
ceiling when not in use. In addition, 
an astronomical clock controls lighting 
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Traveletter—Reg. U. S . Pat. Off. 
Travelorder—Reg. U. S. Pat. Off. 


When Traveling? 


If you are a corporation executive who travels on business— 
you have probably faced this situation . .. You needed $500.00 
—and quick. But the check from headquarters had not reached 
you yet. Costly telegrams were exchanged, and you have to wait 
in a far away place until funds arrive. 

This delay and inconvenience could have been avoided. You 
could, with the stroke of a pen, have cashed a Travelorder® 
draft up to $500.00—if you held a Traveletter® Authorization. 

Traveletter is the only service that has a guaranteed accept- 
ance by hotels, motels and Trans World Airlines throughout 
the world. And no other credit card or service now in existence 
will allow you to draw this comparable limit of $500.00. 

In addition, your Traveletter Authorization, with its en- 
dorsements provides documentary proof of your travel expenses 
for income tax purposes. 

In other words—you have a credential which is good for up 
to $500.00 in cash whenever you need it—and Traveletter has 
correspondents all over the world. 

If you feel such a credit facility will be of benefit to you in 
your future travels, may we suggest that you have your con- 
troller or treasurer investigate the Traveletter Service at once. 


We will be glad to send a brochure giving further details and 
costs, 


Traveletter’ 


The modern system for handling 
travel expenses . . . Since 1894 


TRAVELETTER CORPORATION e GREENWICH 6, CONNECTICUT 
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in the lobby to vary with the outdoor 
light so that one encounters no ap. 
parent difference in light intensity when 
entering or leaving the building. Al] 
elevator cabs have completely illumi- 
nated ceilings. To control light from 
the outside, there are specially designed 
venetian blinds which stop only in 
three positions: all the way down, all 
the way up, or half-way up. They are 
positioned in this manner in order to 
conform with other blinds, thus pre. 
senting a more agreeable appearance 
from both the interior and the street, 
Original art work in the new build- 
ing was created by Miro, the contem- 
porary French abstractionist, and Stu. 
art Davis, one of the foremost Amer- 
ican abstractionists. Some of the work 
was commissioned expressly for the 
Seagram Building. The remainder was 
either purchased from, or is on loan 
from the Museum of Modern Art in 
New York. The majority of the tapes- 
tries and paintings are hanging in the 
conference and reception rooms. 
Servicing the eight floors of the Sea- 
gram offices is a single bank of six 
electronically controlled elevators. With 
electronic controls, the need for opera- 
tors is eliminated, the doors are de- 
layed until the last person enters or 
leaves the cab, and the speed and fre- 
quency of service adjusts to varying 
loads at different times of the day. 
In addition to the public restaurant 
in the building, Seagram has estab- 
lished a lunch room on the second floor 
seating approximately 150 people. This 


‘is intended as a convenience for those 


who wish to bring all or part of their 
lunch, or for those who desire a quick 
lunch. Sandwiches, desserts, and _bev- 
erages are available in the lunch room, 
which remains open all through the 
working day. Executives have private 
dining facilities on the executive, or 
fifth, floor. 

Occupying an area of 1,887 sq. ft. 
on the sixth floor, the Medical Depart- 
ment in the House of Seagram, staffed 
with the same personnel and equip- 
ment found in up-to-date hospitals and 
clinics, stands ready to implement the 
company program of preventive medi- 
cine for employees. The medical staff 
includes nurses trained in the field ot 
occupational medicine, full time X-ray 
and biochemical technicians, and two 
consulting physicians. 

To the right, as one enters the spa- 
cious waiting room of the Medical De- 
partment, is a corridor leading directly 
to duplicate treatment rooms. Dispens- 


OFFICE MANAGEMENT 


Cl 


| 
> 2a 
ie i F 
a 
ee 
ro ! 
i 
FF 3 
oe | ‘ 
| pe | 
a | 
| 
a | 
* re ‘e | 
&§ ‘ 
ae. aa jee eae ~~ 
a | a 
Thc. : q | 
a | 6 
‘ ! ? 
a 
¥ 
a 
: s | ee 
‘a 
i | ee eC 
a 
oe Cl 
# 
ee Mi 
ie ‘ | Dye 
a stal 
we bee 
. ag Uni 
7 
Me 8 § 
Ee bor 
fron 
wag eve 
i cle; 
| | 
7 Po 
m — —— = 
a” 
% : | 
ee pl 
ce 62 DI 
4 Jo SE oe [ee ee eee ae aa <: 


itdoor 
iO ap- 
when 
y. All 
llumi- 
from 
signed 
ly in 
mn, all 
ey are 
Jer to 
S pre- 
arance 
street. 
build- 
ntem- 
1 Stu- 
A mer- 
work 
r the 
T was 
loan 
\rt in 
tapes- 
n the 


> Sea- 
yf six 
With 
ypera- 
e de- 
rs or 
1 fre- 
rying 
ay. 
urant 
estab- 
floor 
This 
those 
their 
quick 
bev- 
‘oom, 
1 the 
-ivate 
e, OF 


j. ft. 
-part- 
affed 
quip- 
; and 
t the 
nedi- 
staff 
ld of 
X-ray 
two 


spa- 
| De- 
ectly 


pens: 
ENT 


NEW CLASSIC 
MASTER 


READY- 


te. 


| 


Clean White Border Eliminates Dyed Edges 
MAJOR SOURCE OF SPIRIT HECTOGRAPH STAINS REMOVED! A 


Dyed edges of the master—long the biggest source of additional features: Tru-Guide Indicia, Tempflo Super- 
stains, smears and annoyance in spirit duplicating—have coating and Folded Construction . . . additional guarantees 
been eliminated by Columbia’s new Classic Ready-Master _ of long, brilliant runs and re-runs! 
Unit. . FREE SAMPLE — See for yourself the new cleanliness new 
The hectograph coating of the new Classic Ready-Master Classic Ready-Masters will 
is sealed off short of the edges—leaving a clean, dye-free _ bring to yourspirit duplicat- 
border to handle. There’s no dye to qub off, stain and travel _ ing. For free sample write, 
from typewriter to duplicator to files, either. Everybody and _ysing company letterhead: 
everything connected with your spirit duplicating stays Columbia Ribbon& Carbon 
cleaner with new Classic Ready-Master Units! Mfg. Co., Inc., 8512 Herb 
The new Classic Ready-Master Unit incorporates these Hill Road, Glen Cove, N.Y. 
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CLASSIC READY-MASTER BY 


COLUMBIA RIBBON AND CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
: COLUMBIA RIBBON AND CARBON PACIFIC, INC., DUARTE, CALIFORNIA 
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aries are located on both sides of the 
passageway. Next to this area, but fur- 
ther to the rear of the department, is 
another hall which affords entrance to 
the examination rooms, each with its 
appropriate dressing closet and physi- 
cian’s consulting room adjoining. 

The remaining space is taken up by 
an X-ray room and a dark room, an 
electro-cardiogram testing area, a 
soundproof room for measuring hear- 
ing loss, a room containing a visual 
testing device, and a_ well-equipped, 
scientific laboratory. There are also two 
wash rooms, and a utility and locker 
room for the nurses. Special require- 
ments of the department for plumbing, 
electric power and lead-lined walls and 
floors were determined before construc- 
tion. 

Part of the company program of 
preventive medicine entails a periodic, 
complete examination given to each 
employee. Their exact frequency is de- 
termined by the medical staff based ex- 
clusively on careful consideration of 
each individual. Notice of the examina- 
tion is sent by the department to the 
individual concerned. In order to pro- 
vide increased medical services, Sea- 


gram is planning to double the size 
of the Medical Department in the near 
future. 


Central dictation used 


For communications, the Seagram 
offices offer, aside from telephone, mail 
and pneumatic tube messenger service, 
instant connections with its plants and 
other offices by teletype and Western 
Union, as well as a central dictation 
system. Picking up the telephone, one 
can talk to anyone in the company area 
by dialing his extension, or by dialing 
another extension which connects to a 
transcriber, one can read messages to 
the “televoice” recording system. These 
messages are recorded on tape, which 
is then cut and sorted for transmission 
to other plants and offices. The tele- 
phone also becomes the dictating in- 
strument. For stenographic service, one 
dials a number and is automatically 
connected to a central recorder in the 
Stenographic Department. The Central 
Dictation System is designed to supple- 
ment normal stenographic help during 
rush periods to prevent work from 
piling up. 

Of particular interest, not only in 


Seagram’s own offices, but on every 
floor of the building, is the underfloor 
grid system. J. Gordon Carr & Asso- 
ciates, interior architects, designed the 
system specially for the Seagram Build. 
ing. 

Running parallel to each other, in 
groups of three, are separate conduits 
containing 110-120 volts, low tension, 
and telephone lines. Sets of conduits 
are spaced, running north and south, 
as well as east and west, to form.a 
grid pattern. The 110-volt line is for 
appliances such as electric typewriters, 
tabulators, computers, and comp 
tometers. Low tension lines are for 
buzzer systems, annunciators, and sim- 
ilar equipment. All foreseeable  situa- 
tions, concerning re-arrangement of 
desks, office equipment, and partitions, 
now or in the future, have been taken 
into consideration in the laying of these 
ducts. To gain use of the utilities fol- 
lowing a new arrangement, one merely 
cuts into the floor at any number of 
points and taps into the grid system. 

After several studies of the theoreti- 
cal office needs on each floor, J. Gordon 
Carr was able to determine the proper 
spacing for the underfloor duct system. 


DIPLOMAT 
$3.95 


as INDIVIDUAL as | 


your SIGNATURE... for: 


be 
THE DIPLOMAT Changepoint’s new and distinctive pen a 
set for individual use and office standardization. Available “s 
in chrome or gold alumalite ball pen or fountain pen. net 
: Ex 
C Aanggprcint 54> - 
TELEPHONE DI 3-7965 551 SOUTH ROCKFORD 
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WORK OUTPUT 


aie on 


—~ 


MANUAL EFFORT 


Teletype units increase work output 


Reducing manual effort . . . instantaneous “‘delivery” 
service . . . automatic editing. These are some of the 
step-savers Teletype equipment brings to your oper- 
ations—to enable you to handle more work, without 
additional workers. 


Example—less manual input. All permanent in- 
formation about customers, vendors, products—can 
be stored in Teletype punched tape (with typing on 
the tape for easy and exact identification of contents). 
This saves endless hours of repetitive typing and 
checking—gives a bonus of improved accuracy. Only 
variable data (quantity, delivery date, price, etc.) 
need be manually typed—the tape does the rest. 


Example—instantaneous “delivery.” As your sales 
office prepares copies of an order for its own use, 


Teletype equipment can “‘deliver” the order to appro- 
priate plants and departments— instantaneously, with- 
out extra work. And there’s no need to wait for 
confirmations—with printed communications. 


Example—automatic editing. Built-in ‘‘robot 
brain”’ facilities of Teletype Model 28 equipment en- 
able you to selectively edit information being sent to 
various receiving points. For instance, when Purchas- 
ing sends order information to Tabulating and Receiv- 
ing Departments—the “robot brain’”’ can omit prices 
from the Receiving Department copy, automatically. 

And now the newest Teletype unit, the Model 28 
ASR set, brings you even greater efficiency—with 
typing, tape punching, tape receiving and transmission 
facilities in a single, compact console. Write for free 
descriptive booklet today. 


© TELETYPE CORPORATION 
Dept. 31 M, 4100 Fullerton Avenue, Chicago 39, Illinois 
Please send the free booklet on the Model 28 ASR. 
NAME 


CORPORATION | pons 


sussipiary or Western Electric Company wc. 
DECEMBER 1958 
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For example, in the Seagram account- 
ing department which occupies about 
one-half of the third floor, there are 13 
sets of three ducts, 5’6” apart, running 
the full length of the building. Cross- 
ing these 13 are seven sets of three, 
running the width of the floor. The 
resulting 20 sets of criss-crossing under- 
floor ducts are not based on module. In 
fact they are off module so as not to be 
covered up by the movable partitions. 
They are located so that wherever a 
desk is placed, and whichever way it is 
turned, one of the desk pedestals will 
fall over an underfloor duct. Similar 
conditions prevail in other offices, de- 
pending upon their requirements. To 
anticipate the changing needs of the 
private office area, for instance, a grid 
system of nine criss-crossing ducts has 
been installed. 

In the second-floor electronic com- 
puter area, a “floating floor” consisting 
of removable 2’ x 4’ panels serves to 
conceal the electrical cables underneath. 
The area underneath also acts as an air 
plenum for cooling the machines. To 
gain access to the electrical wiring 
when the machines are moved or when 
new equipment is brought in, the ap- 
propriate panel is easily lifted. To cope 


with the high noise level of the equip- 
ment, the perimeter of the area has been 
enclosed by masonry with skin plaster 
walls. A second acoustical barrier of 
perforated partitions, with sheet rock 
baffle, has also been put into place. 
The area features a completely glass 
enclosed office that permits visual con- 
trol of the various mechanized opera- 
tions. 

Seagram’s meeting room area meas- 
ures 2,450 square feet and can be 
separated into three meeting rooms by 
two soundproof partitions which fold 
into the wall. The partitions are 6-inch 
thick oak panels which afford maxi- 
mum soundproofing, and the space has 
both front and rear projection rooms, 
22 recessed speakers, and microphones 
which, when connected to tape re- 
corders, allow complete transcripts of 
meetings. The regular lighting is con- 
trolled by separate rheostats, one for 
each meeting room, and special lights 
with motorized controls lower into the 
room and recess into the ceiling for 
displays and other special effects. 

Each floor of the Seagram offices is 
intended to function as a single unit 
in the company’s operations. The third 
floor, for example, handles the majority 


of the paperwork. The layouts on this 
floor, including credit, accounts re. 
ceivable, disbursing, accounts payable, 
general and production accounting, 
payroll, traffic, and order billing, were 
planned so that the work would flow 
in the most efficient manner between 
these administrative departments. The 
fifth floor is devoted largely to top 
executive offices, while the fourth con- 
tains most of the advertising and sales 
departments. Tabulating, stenography, 
duplicating, mail and messenger sys- 
tems are among the service depart- 
ments located on the second floor. 

The House of Seagram, which cost 
in the neighborhood of $43 million in- 
cluding the cost of the site, was off- 
cially opened in May, 1958. Designed 
by architect Ludwig Mies van der Rohe 
with the collaboration of Philip John- 
son, the bronze tower was brought into 
being with the guidance of Phyllis 
Lambert, who was Director of Plan- 
ning. Office planning and layout came 
under the direction of J. Gordon Carr 
& Associates. Mrs. Lambert and Mr. 
Johnson were responsible for the in- 
terior design and decoration, and the 
skyscraper was built by general con- 
tractor George A. Fuller. 


Smoother — finer — easier 


H-0-N CARD CABINETS 


with tilt-back follower 


SMOOTHER quiet action because H-O-N units 
are equipped with nylon glides on drawer tracks 
and bales. The nylon glides eliminate binding and 
grating even with fully loaded drawers. 


FINER appearance and styling with improved 
drawer pulls and label holders. A choice of four 
handsome colors: grey, green, sandalwood, spruce. 


DESIGNED & MADE BY THE H-O-N CO., MUSCATINE, IOWA 
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EASIER to use with time-saving efficiency of 
the tilt-back follower. Just trip a release and the - 
cards recline. This provides room to see, select 
and handle without digging. Only H-O-N card 
cabinets have this feature. 


SO GET BETTER H.O.N 
CARD CABINETS— 
ACCEPT NO SUBSTITUTE. 
YOU’LL FEEL REW ARDED. 


[HON 


OFFICE EQUIPMENT 


OFFICE MANAGEMENT 


7 
¥ 4 
j ; 
* 
, 
oon ia j : 
eS { 
ere i 
: ' 
i | | 
i 7 
| | 
& * | 
a ean 
on 
: 
oe s 
i | 
Le : | : 
: ‘ | 
by : | 
| 
: ae | s 
ae 
a | BS 
E \ ' 
= | 
ie | & 
ee, | “6 x 
ai ee Mm ; js i ss es ee ese mmm OE he Pr 
? 2 ete tS # << : 
a ees | | j 
* 4 . | os —— en AN ow! a mae ee -_ 
a i - an; a me ee ta. oa ‘ 
ante > ee | oy a ——t—t 
i é is t Pt a } ley en “aes ae 
oe 1 | Aes 7 > i Be oT A | i — ze 
=! * Aon pn Li? Se ie % a ge ae 3 f e 
¥ ? —* } SSO BF +4 Se ke PS ; 8, mR ee a 
a —— WS || & a 
7 at ee a a> # megs e P| SS j 4q = nd : ts. 3 
aft : te Se ag A eq : fb Co : oe oe 
. oe Ce Bitte een) . ¢ Ee . H Se 2 ; “a 
ow , Le es ee i : ie | 4 ‘ 5 ore e eee es 
ee i Sepa ; i ONE ee 
hl i ee > ee 
fi | i Bs 
ee 
| Be a _ 
oa . ; | ‘ 
> 2a _ 2 Mae {Se a 7 so 
ae See eee oe ee a), eee — sie a a 


aoe CD 


* Cut typing costs with the 


asic} world's most modern electric! 


MARGIN 


~ 


faaeegaerriQisiigisa J Oiisjtss 5045 


BO isspesa BOrsijiis 


BB 


UNEQUALLED SPEED! The Royal Electric’s unique feather- ; : 
light touch and instant response make it the fastest typewriter More. ee ee ees 


of all. Work is done in record time! 


MATCHLESS REPRODUCTION! No heavy characters, no faint, 
fuzzy ones. You get the sharpest, most perfectly aligned work 
ever to come out of a typewriter. 


WIDEST TYPE CHOICE! Choose from 74 exclusive, distinctive 
type faces. There’s one to fit your business perfectly. 


EASIEST TO OPERATE! Convenience features like exclusive 
Magic® Margin and Twin-Pak, the instant-changing ribbon 
fingers never touch—save time, cut typing fatigue to a minimum. 


Call your Royal Representative for a demonstration and free There are more Royal Typewriters in office use 
trial. Your old typewriters are worth plenty in trade. than any other ania. 


* ROYAL ELITE, one of 74 Royal type styles. 


the business-minded ROYA electric 


Product of Royal McBee Corporation, 
world’s largest manufacturer of typewriters. 
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tion that the systems man’s technique 
is concerned with studying the existing 
system with a view to a step-by-step 
improvement. This school of thought 
in training newcomers usually advo- 
cates a process of first making a de- 
tailed investigation of the current pro- 
cedure, of making some kind of a 
chronological statement of each opera- 
tion, and of obtaining this information 
from the clerks by the time honored 
formula of What, Who, How, When, 
and Where. 

“To many methods men, this will 
sound like heresy. What is methods 
work, they will say, but a careful and 
impartial study, questioning each op- 
eration step-by-step until all that is use- 
less and which does not contribute to 
the required end has been eliminated. 

“To subscribe to this widely held 
theory, it seems to me, is to overlook 
a situation which is peculiar to office 
work. That is the doubtful usefulness, 
validity, and value of the end product.” 


Evaluating office products 


In most areas, the speaker pointed 
out, the value of the end product is 
very soon proved. If it sells, it’s val- 
uable; if it doesn’t, it’s soon changed. 
No such test can be applied to the 
products of the office. 

“The point is that paper records have 
no intrinsic value,’ he continued. 
“Their only justification is if they lead 
to action or if they provide a guide to 
action. This then is the root of the 
problem. The fundamental study for 
the systems man is not to start with a 
statement of the records required, for 
the records themselves are only a means 
to an end, but to start with the end 
product, the purpose of the records 
themselves. This, so far as the most 
significant records of the business are 
concerned, involves the study of man- 
agement at work. We must find out 
what their problems are and then con- 
sider how facts can be processed by 
the office to help them solve their 
problems.” 


Mills defined as the first job of the 
systems man the study of management, 
and said the second phase of his work 
should be the study of the origin of 
information. With knowledge of how 
and where information originates— 
outside the office—and what informa- 
tion management actually needs, he 
has his two sets of working facts. 

“His job now is to determine the 


minimum effort required to turn the 
basic information as recorded at source 
into the form required to fulfill the 
purpose,” Mills went on. “Only at this 
stage is the systems man concerned 
with clerical work, with methods, de. 
vices and procedures. Now he has an 
opportunity for ingenuity and invent. 
iveness. But important though this may 
be, it is not in my view the most vital 
stage. The designing of the new system 
may give scope to inventiveness and 
originality, but not to the same degree 
as the statement of purpose. For it is 
here that there is a real opportunity 
for original and creative thinking. It 
is here that imagination is wanted to 
determine what kinds of information 
are needed and how it should be pre. 
sented, to enable the users of informa- 
tion best to do their jobs.” 
Discussing “The Productive Office” 
Mills said that he meant by the term 
making the work of the office more 
valuable in terms of the general prod- 
uctivity of the company as a whole. 
“The idea is that the office should 
not merely set out to keep the records 
as efficiently as possible but that it 
should, from its resources of data, set 
out to be a source of advice on the pro- 
motion of the company’s business.” 
Although many office managers be- 
lieve they are accomplishing this right 
now actually they are not furnishing 
the necessary information to the most 
important recipients, Mills charged. 


“The service of information is to top 
management ;sather than to anybody 
else,” he maintained. “The front office 
has always reckoned that its first duty 
is to serve the boss. But this means 
that the lowest level of management 
or supervision, the man in immediate 
contact with men, materials, and ma- 
chines, the man on the spot, is left to 
his own devices as far as records are 
concerned. Certainly he will be respon- 
sible for providing basic records to the 
office, but if he wants any information 
to help him in his day-to-day work, he 
has to make his own arrangements for 
it. The prime purpose of the office re- 
mains to take basic information and 
feed it to top management. 

“Thus, we have this situation— 

“Firstly, there is a positive cleavage 
between the books of account and any 
practical records kept by the man on 
the spot for his own purposes. 

“Secondly, the official results are 
passed to top management after the 
event and only after further delay reach 
the man on the spot. 

“Thirdly, when they arrive, they are 


OFFICE MANAGEMENT 


it PC 


| 
. GOUNT DOWN ™ - 
Be | f r al 
: 7 ‘ \ 
ee % 
ee 6 iW) I~ 
eck ; | ; : 
ay 3 yy oT 
a | 1 AD”. anayou 
— oo 
oa jane 
jn P| <r ae 
AG: Cy ft 
| V4 
| | | a 
a ae 
os BRUSHPEN |— 
_ _ 
bn 
_ a 
: og 
a ie 
> 
. oe 
a 


rn the 
source 
Il the 
at this 
>erned 
Is, de. 
las an 
nvent. 
s may 
t vital 
system 
Sand 
legree 
r it is 
tunity 
ng. It 
ed to 
1ation 
© pre- 
orma- 


ifFice” 
term 
more 
prod- 
ole. 
hould 


cords 


ffice 
duty 
leans 
ment 
diate 
ma- 
ft to 
; are 
pon- 
» the 
ition 
, he 
s for 
e re- 
and 


vage 
any 
| on 


———f_ PROCESS Viti 


= 


—— 


A new costing system helps Jones & Laughlin Steel Corp. pin- 
point costs with greater accuracy. This calls for fast action 
in collecting costs at their source. Punched cards record all 
elements of cost — yield, labor charges, maintenance and 
repairs, services, supplies, etc. An IBM 650 computes the 
actual cost of every product at each production stage. 


This costing process is then repeated, but with budget 
data rather than actual. When both actual and budget costs 
are known, they are printed, together with the variances 
between the two, on a Commodity Cost Sheet, a Moore con- 
tinuous form. This is J & L’s control in print. 


The mountains of production and cost data are handled 
at electronic speeds, giving all different levels of J & L’s 
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“Moore forms help us keep tab on costs” 


AUTOMATED SYSTEM GIVES JONES & LAUGHLIN ACCURATE BUDGETING FOR RIGID COST CONTROL 


MOORE BUSINESS FORMS 


H. J. Haughton, Vice President and Controller, Jones & Laughlin Steel Corp. 


management timely and easily understood reports. Planning 
is speeded, with time for correction if needed. Big decisions 
tend to be more correct: little ones are routine. Valuable 
yardsticks measure results in all theaters of costs. 


The Moore man helped with the scientific 
design of the procedures and forms used in 
the Automated Data Processing (ADP) sys- 
tem. For other examples of system improve- 
ment, write on your letterhead to the nearest 
Moore office. 


Moore Business Forms, Inc., Niagara Falls, N. Y.; Denton, Texas; 
Emeryville, Calif. Over 300 offices and factories through- ON 
out U. S., Canada, Mexico, Caribbean, Central America. Wooe , 
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ELECTRIC TYPEWRITER COMPARISON CHART 


SMITH- 
CORON 


AUTOMATIC MARGINS 
Simple one-hand, 
one-step operation. 


SIGNAL LIGHT 

Positive visual indication 

if motor isONorOFF. ~ 
TOTAL TABULATOR CLEAR 


Clears all stops instantly 
without moving carriage. 


ERROR CONTROL 
Simplifies correction of errors 
and line justification. 


BOTTOM MARGIN INDICATOR 
Page Gage accurately 
indicates bottom margin. 


88 CHARACTER KEYBOARD 
Standard at 
no extra charge. 


KEYBOARD SLOPE 
Key top slanted to fit 
natural movements of fingers. 


ROLL-FREE ACTION 
Releases typebar cams 
with no “scuffing” action. 


SAFETY COVER 
Motor shuts off when cover 
is raised to change ribbon. 


CUSHIONED TOUCH 
Eliminates jar to sensitive finger 
tips at end of each stroke. 


THE WORLD’S FASTEST 
ELECTRIC TYPEWRITER 


DECIDE FOR 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 


YES 


YES 


Feature for feature, point for point, compare the Smith- 
Corona with any other machine on the market today. You’ll 
see why the Smith-Corona is not just equal... but superior 
to every other brand! Before you buy an electric typewriter, 
call your nearest Smith-Corona representative, and have 
him demonstrate the many exclusive features that make 


“ the Smith-Corona today’s soundest typewriter investment! 
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Smith-Corona Electric 
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not only late, but they do not necessar- 
ily tie up with the unofficial records 
kept locally. 

Those concerned with the concept of 
the Productive Office are trying to ap- 
proach the office’s work from a differ- 
ent angle, Mills said. Their viewpoint 
is that the most important records are 
those required by the lower levels of 
management, that these are the actual 
operating records by which the com- 
pany gets its work done. 

“If the records meet the practical 

needs of the man on the spot, it is 
reasonable to assume that they will also 
provide a basis for the other records,” 
Mills said. “They will provide the basis 
for the formal accounts and they will 
provide the basis for reports to top 
management. So we restate the respon- 
sibilities of the office in this way. First, 
in cooperation with the man on the 
spot, to design records which will help 
him do his part of the business effi- 
ciently. Secondly, to draw on those 
records, check them and report to 
higher management, but reversing the 
usual order, reporting to intermediate 
management first and to top manage- 
ment last. Third, to incorporate the 
results in the official accounts.” 
In the Productive Office, the direc- 
tion of the flow of information is 
changed, he continued; it “fountains 
up instead of filtering down.” 


The first step in creating such an 
information flow is to, determine the 
lowest level of operative management 
or supervision, which still has complete 
responsibility for ordering use of the 
company’s resources to accomplish a 
given business end, Mills declared. 

“With the job defined, the second 
step is to consider the needs of the 
executive in his job,” he continued. 
“This means finding out all we can 
about his work situation and the prob- 
lems which arise and considering, 
along with all the essential routine 
work which is inherent in every job, 


This article covers only the pa- 
pers presented by foreign sys- 
tems experts at the SPA meet- 
ing. Other speakers at the con- 
ference included Bernard Kii- 
gore; John E. Angle; Adrian 
McDonough; Warren E. Alberts; 
John Diebold; Herbert P. Galli- 
her; Abraham Charnes; Rober’ 
K. Burns; J. Douglas Carroll, 
jJr.; A. V. Feigenbaum; Andre 
Clavier; James D. O’Connell; 
Alan J. Perlis; and James R. 
Bright. 
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the informational needs of the execu- 
tive in every situation. This may mean 
forgetting generally accepted ideas con- 
cerning formal records. Here will be a 
prime opportunity for originality. The 
purpose of the records should be to 


guide the executive in taking decisions. 
We need to give office work a forward 


look.” 


Procedures design last 


The last stage of all, which should 
not even be considered until the first 
two stages have been completed, ac- 
cording to Mills, is designing a pro- 
cedure— 

a. To check the validity of the local 
records. 

b. To draw on local records for re- 
porting to the level of management im- 
mediately above, and subsequently to 
the higher levels. 


c. To incorporate the results, so far 
as is necessary, in the official accounts. 
“These ideas may lead to adding to 
the number of clerks in the field,” 
Mills conceded. “It may mean this but 
not necessarily so. For under present 
conditions, however much work the 
center takes on, there are always a few 
people in the field providing basic in- 
formation to the office and keeping 
the various unofficial records instituted 
locally because the needs of the prac- 
tical men have been overlooked. In the 
event, I think that when we integrate 
these two sets of needs, we shall find 
that there is little or no increase. We 
shall, I am sure, do something to re- 
duce the large numbers to be found in 
central offices and it will be all to the 
good. By moving clerks into the field 
they will become less remote, less out 
of the world of practical things and in- 
deed may become technical and _per- 
sonal assistants rather than clerks. And 
those who do remain in the central 
office, from the office manager down- 
ward, will be drawn more closely to 
the practical problems of the enter- 
prise.” 

Systems work as it is developing on 
the other side of the world was outlined 
by T. Y. Arai, representing the Japan 
Productivity Center. The Center, Arai 
said, was established in 1955 as a pri- 
vate organization to cooperate with the 
U. S. Department of State in carrying 
out the technical assistance program 
between this country and Japan. The 
Center has sent about 50 productivity 
study teams a year to this country, in- 
cluding some office management 


S  aeaaiietnatetteeeiaaeetameaanteemantan tae 


groups. (To next page) 


PING FI 
Wy PIE 


This amazing lightweight m_ 

sheet delivers 13 Se 

j typing: . 
Ce ae pone ond _— 
Handles easier. Lies agen 
flat...no curl, no crease. — 
smoother, age —s he 

ct tor ' 

a colors for = 
channeling. Next time you : wh 
second sheets, say Sea = 
aie specified first by better © 
fices across the country. 


Write Dept. 0-12 for free samples. 


Ve 
SEA FOAM BOND 


BROWNVILLE PAPER CO. 
The Mill of Fine Lightweight Papers 
BROWNVILLE, NEW YORK 


‘\ 


(UM q | 


goons) Sj) Qui (l tl my MN 


a) 


Per | 


Use Readers’ Inquiry Coupon on Page 88 7] 


| 


— 9 SE ee ee = toe Aa oe ieee I ee a5 ee 
, o \- « = " ca al ae 2 ae . aan Ecie . a : 5 
| oe mm 
3 : | 
a { ay 
th Tee 
| , . a 3S 
“f\ + a 
he 
: 2 
| | ~ ; ’ ee 
A ~ = 
Of € 
| SEA F = 
HOD % 
| SECOND = 
SHEETS . 
\ , 
| ’ 
, 4 se 
a 
. oo 
am Sy = 
' & q (=== 2 a 
: o. _—————— _ 
Lf = | 
bs (¢ 5 7 i ah 
: 
—S—— y— 
———— — baa 
sS— /4= — 
»\ ES — - i 
- wag 
° ' _ 
| = 
— SS = 
i wus J 
“3 . : Fadl 
’ | i oS ma Pay sia . “a ae F, i<-  e a, ny Se a m ie ae 
eee | re ie , eee ede mae, ae eee a ae oa. ier a 


x 
s 
; 


“Centralization of information receiving and dispensing units is largely nonsense . . .” 


Before World War II, Arai went on, 
only a small segment of Japanese in- 
dustry had introduced any of the basic 
principles of scientific office manage- 
ment in its operations. In the early 
post-war period, and especially under 
the impact of mechanization of clerical 
work, however, a group of progressive 
managers emerged who emphasized 
the need for planning clerical functions 
as carefully as production schedules. 

“Traditionally,” Arai said, “all the 
activities relative to office management 
were rather lightly thought of and were 
dealt with by a section usually called 
“Miscellaneous Section” or “Corre- 
spondence Section,” which was con- 
sidered more or less of a hanger on, 
and was at a low level of the corporate 
structure. Futhermore, there was a 
lamentable lack of uniformity in forms 
control and reporting systems from one 
division to another, so that this con- 
stituted another serious hindrance to 
effective implementation of office mech- 
anization. 

“Such being the case, these pro- 
gressive managers embarked on a very 
ambitious task of correcting these con- 
ditions and, thanks to their foresight, 
most of the companies now have a 
separate independent division to exe- 
cute office management functions where 
all the problems pertaining to office 
management are tackled from an over- 
all corporate standpoint, and in a cen- 
tralized and consistent fashion. With 
the status of the office manager con- 
siderably elevated, this represents a 
major postwar improvement in Jap- 
anese office management.” 

But management principles cannot 
simply be transported intact from one 
country to another, Arai warned; they 
must be adapted to the customs and 
attitudes of the people who are to apply 
them. Thus, the Japanese managers, in 
adopting Western ideas, not only have 
to bear in mind the attitude of Jap- 
anese office workers stemming from 
their total social and cultural back- 
ground; they must also deal with the 
very immediate problems caused by a 
language that is expressed through two 
cumbersome writing systems. 

“I am sure that no American office 
manager will allow his typists to use 
one finger only on the keyboard,” Arai 
said, “but our Kanji or Chinese char- 
acter typewriter, is strictly for a one 
finger operation. To briefly explain it, 
the Chinese character typewriter has 
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only one key and it moves on a table 
of about 500 different characters. To 
type a certain character, the operator 
moves the key to the position on the 
table where the character is shown and 
then presses the key. Usually, a box 
containing 1300 additional characters 
goes with the machines, which enables 
the operator to type a maximum of 
1800 characters altogether. Since the 
operation of such a typewriter necessar- 
ily takes a lot of time, most companies 
use it only for outgoing letters. As far 
as inter-office memos are concerned, 
they use, instead, a 46-key typewriter 
with both the phonetic syllabary and 
the English alphabet.” 


Electronic computers introduced 


Since the war, punched card equip- 
ment has been adopted by a great many 
Japanese firms, Arai declared, and some 
concerns have progressed to electronic 
computers. He said that the number 
using computers would undoubtedly 
increase by a large margin when Japan 
begins manufacturing its own data 
processors in quantity. Already plans 
have been made to set up institutes for 
training of programmers in both 
Tokyo and Osaka. 

Most European concerns cannot af- 
ford, or at least feel it would be un- 
wise, to install elaborate electronic data 
processing systems, A. Meeuwis, Man- 
ager, Organization, Administrative, 
Methods Service Department, N. V. 
Philips Gloeilampenfabrieken, Eind- 
hoven, Nederlands, said, in his dis- 
cussion on “Data Management—The 
Target of Systems.” But they are defi- 
nitely interested in the possibilities of 
employing known data to take much 
of the risk out of future planning, 
he continued. They are also employing 
the various mathematical techniques 
of operations research. 

Eventually, the changes being ac- 
complished in European systems work 
may bring many companies to the point 
where they will require computers, 
Meeuwis said, but for the present most 
companies on the continent are in the 
process of “getting ready for elec- 
tronics.” 

“The step-by-step approach boils 
down to the application of known 
means, such as punched card systems 
together with the new IDP machinery, 
and has the big advantage that more 
clerical work will be systematized, that 
it will be standardized and made uni- 


form, that enough systems men will be 
educated in analyzing and creating, 
that management will accustom itself 
to further steps of administrative mech- 
anization. All these developments will 
culminate in creating a large enough 
volume of work to make electronic 
data processors suitable.” 

Germany was represented at the 
Buffalo conference by Georg Reinicke 
and Robert Rosenkranz, the two men 
who have developed the highly auto- 
mated German mail order concern, 
Quelle. 

The early development of computers 
in this country has led to the business 
machine manufacturers of the United 
States taking the initiative away from 
their customers, Rosenkranz said, and 
forcing American offices to tailor their 
system to the available machines, rather 
than creating the best possible system, 
and then having machines constructed 
to serve it. 

He also attacked the American ten- 
dency to centralize information receiv- 
ing and dispensing units at the same 
location with processing units, pointing 
out that the success of Quelle is due 
largely to its use of a continuous work 
flow system. 

“Centralization of information re- 
ceiving and dispensing units, which is 
to be found in almost every office, is 
largely nonsense,” he charged. “In the 
production of other kinds of mass 
products, nobody would think of 
placing all cutting or boring machines 
in one place, requiring all products to 
be transported from the rough fabricat- 
ing places to the central machining 
place, and from there to return to the 
finishing places. But in offices people 
daily follow this crazy idea. For in- 
stance in one headquarters building, 
of 15 floors, you will find one floor on 
which the automatic machines are 
placed. The people who work on the 
other 14 floors send to this one floor 
all transactions, those for sales, for pur- 
chasing, bookkeeping, etc., to be fur- 
ther sorted, grouped, calculated, typed, 
etc., and from there they receive back 


the results. We see daily the unavoid- . 


able result of this work organization 
nonsense. The business transaction 
papers which flow from all directions 
to the 15th floor cause a pile up of 
thousands, or hundreds of thousands, 
of records which block the automa- 
tion equipment. Because of the equip- 
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22, AUTOMATION 


IN THE OFFICE 


Burroughs demonstrates new 3,000 word-per-minute 


“Electrostatic Recording” process 


A technique that can receive wired 
messages automatically and translate the 
electronic impulses into printed words 
at the rate of 3,000 words per minute 
was demonstrated in New York last 
month by the Burroughs Corp. and 
the U. S. Army Signal Corps. The 
new operation, know as “Electrostatic 
Recording,” utilizes a bank of record- 
ing heads which beam letters at the 
paper surface electronically. 

The recording heads—72 of them in 
a row form a printing line—do not 
touch the paper, but are maintained at 
a fixed distance from the surface. Each 


Army and Air Force already are using Electrostatic Recording in message transmission 
DECEMBER 1958 


head comprises 35 tiny wires leading 
into and through a triangular-shaped 
piece of plastic. The wires are polished 
flush with one corner of the triangle, 
or printing head, to form a rectangle 
seven wires high by five wires wide. 
Electric pulses selectively charge all 35 
wires or any combination of these wires 
in each head, thus forming any letter 
or number. A normal line of type is 
made possible by setting up the first 
character to be printed in each of the 
72 heads. However, the only head that 
prints is the one selected by a coinci- 
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BEST BALANCED BUY IN MODERN MIMEOGRAPHS 


P. S.: A. B. Dick mimeograph products are for use with all suitable makes of stencil duplicating products. 


; A. B. Dic Company presse an 


ALE ALL-ELECTRIC 


the only LOW-PRICED quality mimeograph to pass 
the 5-POINT BEST BALANCED BUY TEST! 


Ease of Operation? It’s the 
nearest thing to automation! No 
pumping, no priming, no fussing 
with dials. Ink flow is 100% auto- 
matic! One inking lasts up to 
3 or 4 months—or 20,000 copies. 
Foolproof feed system can’t jam 
or feed doubles! 


Versatility? How’s 10 copies or 
10,000 copies per master for ver- 
satility? Or up to five colors at 
once? Or electronic stencils that 
reproduce type faces—even screen 
halftones—in black and colors? 


Speed? Indeed! Up to 100 
copies per minute! 


Maintained Legibility? Abso- 
lutely tops! The 5000th copy is 
as clean, as clear as the 5th copy! 


What About Low Cost? Here’s 
really big news! Model 412 is the 
lowest-priced, quality, all-electric 
mimeograph available anywhere. 


But no amount of words can take 
the place of an actual mimeo- 
graph demonstration. 


Call your A. B. Dick Company 
distributor right away. He’s 
listed under Duplicating Ma- 
chines in the classified section 
of your telephone directory. Or 
mail coupon below. 


A-B-DICK 


BEST BALANCED BUYS IN DUPLICATING PRODUCTS 


eeee 
eceeeeeseeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


Dept. OM-128 


A. B. Dick Company 


5700 West Touhy Avenue « Chicago 48, ilinois 


Please send complete information about the only low-priced, quality mimeograph 


to pass the “‘5-POINT BEST BALANCED BUY TEST!” 


Name Position 
Company 

Address 

City Zone State 


Use Readers' Inquiry Coupon on Page 88 


SPA— 
(From page 71) 


ment speed, the records can be picked 
up and processed in minutes, but they 
lie around before and after the process- 
ing for hours or days because: 

‘1. Transportation from one to an- 
other far-situated place and return back 
again, even with excellent organiza- 
tion, will lead to delays. 

“2. Because of transportation dis- 
tances the forwarding of the records 
must be done in big piles, and 

“3. While a batch of records from 
one pile will be processed, the others 
must lie around idle to wait, partly 
for further processing, partly for return 
to the sender. It does not matter that 
the time invoked for some processing 
steps takes only a fraction of a second. 

Likening the movement of records 
and papers in an office to the traffic 
pattern of a city, Rosenkranz said the 
same technique used to alleviate traffic 
congestion should be applied in an 
office: 

“The organizer must avoid as much 
as possible the directing of all streets 
into the center, more especially when 
the goal is not in the center.” 

And in the case of data processing, 
the goal is information in a particular 
working department which needs it, 
rather than in the central data process- 
ing facilities, he continued. 

Good work flow principles demand 
that information receiving and dis- 
pensing units be located at the points 
where raw information is first received, 
and where processed information is 
eventually used, he said, with only 
storage and calculating machines cen- 
tralized. 

“These must be at one centralized 
point,” he declared, “since they must 
serve a great number of office depart- 
ments, and because only in this way is 
it possible to get a sufficient time sav- 
ings, and with it an economical func- 
tion. 

“On the other hand, the receiving 
and dispensing units must be decen- 
tralized, at many points to make pos- 
sible the organization of smooth work 
flow. They can be decentralized be- 
cause the receiving and dispensing time 
is several times the processing time. 
Therefore one storage and calculating 
machine must always serve several re- 
ceiving and dispensing units. Besides 
that, these receiving and dispensing 
units are relatively cheap.” 
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Prerequisite to the system he rec- 
emamends, Rosenkranz said, would be 
redesign of many machines to permit 
less loss of time in transporting in- 
formation between receiving and dis- 
pensing units on one side, and process 
ing units on the other. That such re- 
design is feasible, he said, is proved by 
the fact that the machines created for 
Quelle permit direct feeding of- infor- 
mation to electronic memory drums, 
without intermediate conversion to 
punched cards or tape. 


Individual design needed 


But American manufacturers in ef- 
fect have forced businessmen to design 
their system around the machines of- 
fered, rather than create their system 
first, and then tell the manufacturers 
what machines must do within that 
system, he continued. 

“It is nonsense to have office ma- 
chines built only by machine de- 
signers,” he said. “The system or- 
ganizer should face the construction 
problems.” 

Only in this way can real progress 
be made, he maintained, because other- 
wise all companies, working with exist- 
ing machines, will be forced to use 
more or less the systems enforced by 
the machines, will all be following 
more or less the same pattern. 


AMA— 
(From page 36) 


A schedule of awards and prizes was 
posted for the most productive ideas. 

“The potential savings of such a 
program, were we to meet our objective 
of full participation, was demonstrated 
to be $1,000,000 per year in additional 
profit through reduced operating ex- 
penses,” Sills declared. “Since our 
company has both a cash bonus and a 
profit sharing plan for its executives, 
this figure was translated into very 
tangible benefits for everyone. 


“The participants in the program 
were organized into area groups for 
each of which an area committee was 
appointed by the responsible superin- 
tendent or manager. This committee 
was charged with the responsibility of 
stimulating job simplification work in 
its area. This it did’ through propa- 
ganda handouts, localized contests, 
brainstorming sessions, posters and 
many other devices.” 

An overall steering committee was 
appointed, and a member of Spiegel’s 


low cost fluid duplicator 


the only Low-PRiceD fluid duplicator that 
passes the 5-POINT BEST BALANCED BUY TEST! 


Ease of Operation? No equal 
anywhere! Virtually operates 
itself. Fluid flow is totally auto- 
matic. New feed system can’t 
feed doubles. Built-in copy 
counter, too! 


Versatility? No other machine 
comes close! Feeds anything— 
small postcards to large, legal- 
size paper—even card stock and 
paper, mixed—one sheet at a 
time! Doubles as an AZOGRAPH 
duplicator, too, for easiest, fast- 
est and lowest cost duplicating 
with absolute cleanliness. 


Speed ? Its 100 sheets per minute 
is tops among fluid duplicators. 


Maintained Legibility? You get 
up to 400 easy-to-read copies of 
written, typed or drawn material 
per master. And with five differ- 
ent colors to choose from copies 
get added eye-appeal, too! 


Low Overall Cost? Absolutely! 
Fact is, you get all-electric opera- 
tion at the price of hand-operated 
equipment. 


Want a demonstration? Give your 
nearby A. B. Dick Company dis- 
tributor a call. He’s listed under 
Duplicating Machines in the 
classified section of your telephone 
directory. Or mail coupon below 
for complete information. 


A-B-DICK 


BEST BALANCED BUYS IN DUPLICATING PRODUCTS 


. 


A. B. Dick Company 


Dept. OM-129 


5700 West Touhy Avenue «+ Chicago 48, Illinois 


Please send full information about the only low-priced fluid duplicator that passes 


to pass the “5-POINT BEST BALANCED BUY TEST!” 


Name Position 
Company 

Address 

City Zone State 
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Are you really too busy to have 

a health checkup once a year? 

* Or do you put it off because 
Po you're afraid your doctor 
es might find something wrong? 
If it’s cancer you're worried 

about, remember that doctors 

are curing many more can- 


3 : cers than they could ten years 
$i ago. 800,000 Americans are 
, ae alive today, cured of cancer... 


many of them because they 
had made a habit of having 
annual checkups no matter 
< how well they felt...all of 
; them because they went to 
their doctors in time! Make 
annual checkups a habit 
... for life! 


AMERICAN CANCER SOCIETY ¥°® 
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industrial engineering department was 
made a permanent member of this 
committee. It became his responsibility 
to record all proposals submitted, to 
channel them through the necessary 
approving authorities, to audit and 
record estimated savings, and to act as 
liaison between steering committee and 
area committees. 

“Although the program was confined 
to our operating division for its first 
season,” Sills recalled, “other divisions 
of the company have since been in- 
corporated into it. Now, in the middle 
of its third season, there is every evi- 
dence that we are still far from ex- 
hausting the potential savings which 
are there-for-the-delving throughout 
our organization. We have long since 
passed the million dollar mark in esti- 
mated annual savings.” 


Systems errors outlined 


Another member of the panel, 
Thomas M. Cox, Jr., Manager of Ad- 
ministrative Services, Owen-lllinois 
Glass Co., Toledo, prefaced his remarks 
by saying that he was not going to 
discuss individual programs inaugu- 
rated by his company, but would dis- 
cuss instead what is wrong with pres- 
ent approaches to cost reduction pro- 
grams. 

“I am sure that each of you has 
heard someone say, ‘We don’t actually 
know what our office costs are!’ he 
declared. “‘We don’t break down our 
office expenses that way.’ 

“Can any of you conceive of a well- 
run organization, interested in cost con- 
trol and maximization of profit, ever 
making such statements about its man- 
ufacturing operations and costs? The 
answer obviously is no. 

“Has it ever occurred to you to ask 
why the difference has continued to 
exist in spite of everyone’s best inten- 
tions? The one fact which will emerge 
after some analysis is that our manu- 
facturing activities are under one cen- 
tralized control and_ responsibility, 
whereas our office costs are spread 
through the organization.” 

Years agé6 most companies were run 
by a single man, who in effect was in 
charge of all clerical functions, Cox 
said. “Such centralization of control 
meant relatively simple approaches to 
all problems in this area. His brain 
furnished the control mechanism and 
the central depository of most relevant 
information. Diversified clerical groups 
might perform detailed functions, but 
he at least knew what they were 


doing, when they would be doing it, 
and was aware of how well they were 
doing it.” 

With the increasing complexity of 
business, such centralized control be- 
came impossible, Cox continued. The 
head of the company was forced to 
assign full responsibility for many of 
the functions he had previously carried 
to others, requiring of them that they 
furnish him periodic information to 
keep him abreast of things. 

This in turn has led to the current 
segmented industrial organization, in 
which each segment, in order to ope- 
rate effectively, must have a consider- 
able degree of autonomy, the speaker 
continued. 

“Now let us look at what this mod- 
ern structure has done to our data 
processing,” Cox suggested. “As this 
autonomy has been given to each 
operating unit, it has taken with it 
the authority to do the data processing 
as it sees fit. Each segment has grown 
accustomed to processing its data in 
the way it wants, producing informa- 
tion as it sees fit, regardless of whether 
such processing conflicts with the de- 
sirability from an overall standpoint or 
such reports are duplications of infor- 
mation produced in other areas.” 

This means, Cox said, that the great 
need today is to simplify data process- 
ing to the point where the conditions 
obtaining years ago can be recon- 
structed, where the complete effect of 
any single variable on the whole sys- 
tem can be almost instantaneously 
known and evaluated in terms of all 
other elements. 

“Tt is my belief that with the techni- 
ques which have been developed in 
our field up to the present time, we 
now have the hope of doing this funda- 
mental job, supplying everyone with 
the necessary information which is 
constantly reflecting instantaneously 
changes occurring in all parts of the 
system,” he declared. 

He then described with the aid of 
an exhibit a possible approach to 
centralized data processing which 
would create all required reports and 
information for all departments. 


“This concept means the creation of 


a new function within the company 
structure,” he asserted. “This respon- 
sibility for all data processing does not 
imply that it would only be in a cen- 
tralized sense. It would have to have 
control at all levels and all locations. 

“There is the necessity of clearly 
defining the relationship that this data 
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See Your Smead DEALER FOR 
OPEN SHELF FILING 


GUIDES and FOLDERS 


‘ f 

of this type ° 

th Smead’s Custom 
work out an in- 
problem 


the advantag 
Together wit 
nt he can 
to any filing 


He can discuss 
Record Retention. 


Engineerin 
g telligent answer 
yee 


AVAILABLE from STOCK 


“a HALF HEIGHT GUIDES 


SINGLE OR DOUBLE FACED METAL TABS —. 
“FIVE SIZES—STRAIGHT OR ANGLE. INSERT- 
-ABLE CELLULOID TABS ALSO AVAILABLE. 


VARIOUS TYPES AND STYLES OF 
LOCKING HOOKS ARE AVAILABLE. 


Te 


| THE BEST OUT GUIDE 
FOR OPEN SHELF : 
FILING 


rpo-amme 


Ly 
ois 


Smead’s open 
shelf vertical ; 
file guides are made of the finest gray 
pressboard. Metc! tabs are precision 

» designed to eliminate rough and 

sharp. edges. 


a 
a a ; 
fp , A 
' sTRAIGHT 
\ .°) 
i "T-HAN 
2/5 MOC ERS 
‘ \ Smead makes 
\ ‘ America’s most 
\ . complete line of file folders 
G and index guides. 


O.M. 


HASTINGS, MINNESOTA + LOGAN, OHIO 


DECEMBER 1958 


The PHOTOSTAT® Masterlith 
Offset Duplicator, Model 1115 


No other offset duplicator 
produces good work so easily 


Your operator needs no special skills to ob- 
tain work of high quality on a Photostat 
Masterlith. 

Sizes and types of work are changed 
quickly—without tools. Most “adjust- 
ments” are made by the machine itself — 
automatically. 

Masterlith produces work of profession- 
al quality without fuss . . . maintains that 
quality throughout the run with little 
attention. It’s designed that way. 

Words can’t show what this versatile 
machine can do for your office. A demon- 
stration can. The Photostat Corporation 
sales and service office in your city is ready 
to arrange one at your convenience. 


provosTa Ba 


PHOTOSTAT CORPORATION 


P.O. BOX 1970 OM e ROCHESTER 3, N.Y. 
PHOTOSTAT is THE TRADEMARK OF PHOTOSTAT CORPORATION 


Before you buy ANY offset duplicator, see the Photostat Masterlith 


Write for the new 
12-page brochure 
on the Masterlith 
Offset Duplicator 
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St 


MAN’S BUFF 


If it takes too long to locate the 
Papers you want ask your Sta- 
tioner about the ACCO System. 
Accobind Folders, Accopress 
Binders and other Acco products | 
save time, save money, save loss. 
Made for every department of 
every business, 


“ACCO BOUND PAPERS 
ARE SAFE PAPERS’ 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 


ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 
A Division of NATSER Cor poration 


Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


Processing group must have to ali 
other areas of authority. Of necessity 
it would be a staff relationship. It 
could not dictate what these areas 
should have. It must supply them with 
their requirements so that they can op- 
erate more effectively. Conversely, how- 
ever, it must have somewhat more au- 
thority than staff in order to eliminate 
duplication and to simplify all process- 
ing. 

“This new function must have con- 
trol of data processing so that it can 
establish the best operating practice 
in its area, and then can be sure that 
no changes will be made unless they 
are thoroughly explored and approved 
before they are made.” 


Centralizing cost control 


Such a central data processing fa- 
cility, even though it would create 
operating information for all depart- 
ments of the company, would be head- 
ed by people with experience in clerical 
functions, rather than people primarily 
concerned with sales, manufacturing, 
accounting or production, the speaker 
continued. 

“In effect, we would eliminate the 
present segmented control of the prin- 
cipal areas of office costs,” he said. 
“Substituted for this would be a new 
major corporate responsibility area with 
a dignity all its own, which would be 
concerned primarily with producing 
only what is required to make a profit 
for the company and at the very lowest 
costs.” 

An earlier panel session, held Wed- 
nesday, October 22, had as its topic 
“Costs and Values of Office Opera- 
tions.” Panel members included Thom- 
as R. May, Chief Accountant, Georgia 
Division, Lockheed Aircraft Corp., 
Marietta, Ga-; Arthur Barcan, Execu- 
tive Director, Records Management 
Institute, New York; and Carl E. Os- 
teen, Administrative Assistant for 
Systems, The New York Times. 

No one panacea for office cost cut- 
ting will prove effective unless the 
office first knows just what it wants to 
achieve, Barcan told the group. Forms 
control, reports control, integrated data 
processing and mechanization can all 
help a company gain its goals—if 


those goals are defined clearly as a 


first step, he went on. 

“Without objective standards, the 
measure of efficiency in streamlining be- 
comes the boxscore of initial savings 
without reference to what remains to 
be done,” he declared. “Without the 
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relentless stimulus of objective stan. 
dards, complacency is the reward for 
initial savings.” 

Four basic factors for rating office 
costs and values, he suggested, might 
be: 

1. The standards should be quan. 
titative—therefore measurable. 

2. The standards should be reliable— 
for varying sizes and types of com. 
panies. 

3. The standards should be based on 
available data to answer promptly how 
the paperwork actually rates in com. 
pany-wide performance. 

4. The standards should be positive 
goals for immediate accomplishment. 

Similarly, key questions for manage- 
ment in rating paperwork costs, he 
said, should be: 

1. What are the present costs? What 
should they be? 

2. How many clerical employees are 
on the payroll? How many should 
there be? 

3- How many records are being 
created and maintained? How many 
should there be? 

4. What are the present space re- 
quirements for records in office and 
storage? What should they be? 

A company can get a very strong 
indication of the effectiveness of its 
present methods by comparing its 
figures against standards in all these 
areas, Mr. Barcan told the group. 

“Standards on the care and feeding 
of inactive records have been available 
since 1952,” he said. “1. Space: 1 cubic 
foot of records to 1 square foot of 
space (in office). Three to five cubic 
feet of records to 1 square foot of space 
(in storage). 2. Cost: $.90-$1.00 to in- 
stall a cubic foot of records in a records 
center and similar costs for annual 
maintenance. 

“To these are now added key stan- 
dards on cost of paperwork operations, 
including the creation, processing, and 
protection of records as well. If we 
know the kind of organization, the 
number of people on the payroll, the 
total volume of records, and the total 
dollars spent for paperwork we can 
tell exactly ‘what is in it’ for manage- 
ment from the standpoint of cost re- 
duction and quality improvement.” 

In outlining how companies can tell 
whether their office costs and opera 
tions are in line with those attainable 
under modern processing methods, 
Barcan cited as examples: 

Company X. A distributor with 200 
employees should: 1. Spend no more 
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Use Carbon 


Ps, 
Ribbons? 

Be Just as 
Proud of Your 
Erasing as You Are 
of Your Typing! 


Lucky you, if you’re using an electric machine or any 
other, for typing distinctive, beautiful impressions 
through carbon paper ribbons! 


Erasing’s so quick, so clean... 


JUST TWO EASY STEPS WITH THESE 
SPECIALLY-SUITED WELDON ROBERTS ERASERS 


NO. 448 GREEN GLOW.) 

® Removes surface carbon 

to prevent smearing. Soft 

green rubber encased in spiral paper wrapping with 
pull string for easy repointing. 


NO. 3650 GRAYPOINT. > 
Removes the final image. 
Wood-cased eraser with 
quality gray rubber core. Easily 
repointed in any pencil sharpen- 
er or with a knife. Hexagonal; 
won’t roll off desks. With whisk 
for removing eraser crumbs. 
(NO. 365 GRAYPOINT. Same 
eraser without brush.) 


OR... NO. 378 GRAYPOINT. > 


With same quality gray rubber 
core. Spiral paper wrapped, like 
No. 448 Green Glow. 


The Graypoint Erasers aré also 
superb for erasing impressions 
typed through fabric ribbons. 


r—FREE SAMPLE— 


Write us on your firm's 
letterhead for free sample 
of these Weldon Roberts 
Erasers. Please mention 
your choice BY NUMBER, 
to speed processing. Also 
please mention Office Man- 
agement and name of your 
dealer. 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 


World’s Foremost 
Eraser Specialists 


| Waddon 


Correct Mistakes in Any Language 


“rpeescscnecoamios sasorencometton tat 


DECEMBER 1958 
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COrrection Tape : 
: 
FAST, NEAT,CLEAN+? NO SOILED HANDS Fs P 
Correcting fluid duplicator masters is a breeze with ’ 
Avery adhesive Correction Tape. There’s no scraping, ne 
erasing or smearing. Save useless trips to the wash- = 


room — no smudged hands or dirty fingernails — no 
wasted time. Just press on, then type on! It’s easy Yes 
to use — fast and clean! ae 
Available in rolls ready to use in 1/6”, 2/6” and 5/6” 
widths in handy Kum-Kleen dispenser. 


2, TYPE CORRECTION with light 
touch. Master stays in type- 
. no realigning. 


I, PRESS ON reverse side of 
master over error. No moist- 
ening . . . just LAY IT ON 


ter .. 
with a finger touch. a 


The boss will like it too...for it saves 
him time and money. 


Ask for Avery Correction Tape today — 
at your dealer, or from your regular office 
supply salesman—you'll like it! 


! avery ADHESIVE LABEL CORP. Div. 151 


117 Liberty St., New York 6 @ 609 So. Dearborn St., 
| Chicago 5 @ 1616 So. California Ave., Monrovia, Cali- 
fornia @ Avery Adhesive Label Corp. (Canada) Ltd., 48 


I Haas Rd., Toronto 15 @ Offices in Other Principal Cities 
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In AUTOMATIC DATA PROCESSING 
the PRE-INPUT STAGE 
is as important as the 


GUN 


is to the 


HUNTER! 


. .. and we are proud to be 
helping to score a hit for 
automatic data-processing sys- 
tems with electronic pre-input 
equipment. 


ime 


CORPORATION 
THOMASTON, CONNECTICUT 


than $80,000 per year for paperwork 
operations (including the cost of sal- 
aries, equipment, office supplies, etc.) 
2. Have no more than 20 clerical em- 
ployees on the payroll; 3. Create, 
process, and file no more than 133 file 
drawers of records in office and storage. 


Company Y. A manufacturing op- 
eration with 4,600 employees, should: 
1. Spend no more than $800,000 per 
year for paperwork operations; 2. Have 
no more than 200 clerical employees; 
3. Create, process and file no more than 
2,875 file drawers of records in office 
and storage. 

“Tt might be well to note that these 
standards are used in tandem, since any 
one figure by itself (cost, personnel or 
quantity of records,) might be mislead- 
ing,” Barcan continued. “Just a com- 
parison of actual company costs with 
the above explains clearly enough the 
dissatisfaction with current clerical 
costs. Cost reduction per se has not 
and cannot be truly successful. You 
might just as well discuss health in 
terms of temperature reduction. It’s 
how much it now costs, and how much 
it should cost that creates a tangible 
target, and a reason for management 
to act promptly.” 

Recalling an AMA “paperwork for 


can increase your present 
filing capacity by 
almost 200!% 


America’s First and Foremost Shelf Filing System with — 


more more more 


FILING CAPACITY— RECORD PROTEC- FILING PRODUC- 


Visi-Shelf units are TION — Patented, TION — Visi-Shelf's 
available with from light weight Doors —_ exclusive “Facile 
7 to 10 Openings available on all Guide Pull” pro- 
vides more accur- 
ate filing; quicker’ 
reference! 


High (or up to the —_‘Visi-Shelf units! 
ceiling if desired !) 


OVER 4,000 VISI-SHELF 
INSTALLATIONS IN ALL 
PHASES OF AMERICAN 
BUSINESS SINCE ITS 
INTRODUCTION A 

FEW YEARS AGO! 


Write today for free 
catalog and name o 
nearest dealer. 


VISI-SHELF FILE, INC. 225 Broadway, Dept. B-12, New York 7, N. Y. 
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profits” clinic held in April, Barca 
said that the participants, all of whom 
were familiar with “integrated pape. 
work” and many of whom had in 
stalled elaborate equipment to achiey 
it, had almost invariably “integrated’ 
obsolete operations along with essential 
ones. 

“z. Purchase requisitions were being 
prepared on all but standard stock 
items. The major volume of requis 
tions, however, submitted by material 
control could similarly be eliminated~ 
without any loss in control but with 
improvement in quality. 2. Acknow 
edgements were being requested and 
followed up in 100 per cent of the cases, 
This actually hinders (as well a 
makes more expensive) the job of ex. 
pediting and control. 3. Insuring com. 
pletion of a purchase order was being 
checked completely in both purchasing 
and accounts payable, let alone operat- 
ing and staff units in production and 
material control. 4. In a day and age 
when quality control is a recognized 
factor in industrial operations, check- 
ing functions in accounts payable were 
conducted in 100 per cent of the ac- 
tions, established no objective break- 
even between the cost processing and 
the dollar value of the voucher, and 
provided no consistent knowledge of 
how to prevent errors rather than how 
to catch them after being made. 5. Ac 
counts payable conducted between 25 
and 50 per cent more matching op 
erations than were actually needed to 
meet established company needs. 6. 
Receiving departments wrote, tram 
scribed or computed far more than 
either the job required (producing 
higher costs) or the qualifications per- 
mitted (introducing greater errors.) 

“Similarly, the cycle of processing 
the customer order through Accounts 
Receivable calls for a total unit cost of 
$.85 to $1.05. An overwhelming mz 
jority of companies in the United 
States process no more than 150 it 
voices per day. Within this group, 
every objective of control, management 
data and the basic job of getting the 
customer to pay can be achieved with 
manual as readily as with mechanical 
or electronic methods. The advantage 
of getting on the dollar standard is that 
the standard washes out the counter 
claims of systems described in all sorts 
of terms except the three basic co 
siderations: 1. How much does it cost? 
How fast is customer service and cus 
tomer billing? 3. What data are avail- 
able for prompt management actions? 
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The costs of paperwork have mush- 
roomed so fast and are compromising 
profits so seriously that most com- 
panies require today an administrative 
vice president “to interpret for manage- 
ment, backed up by hard hitting facts 
in management’s own language, the 
positive effects on the company profit 
picture of every anticipated dollar ex- 
penditure.” 

This was the recommendation offer- 
ed by Carl E. Osteen at the Wednesday 
panel session. 

“We know the paperwork problem 
has become a big problem and any big 
problem deserves big attention,” he 
declared. “If big enough, it deserves 
high corporate a.tention. Management 
directives, even though at a sufficiently 
high level, will never be the complete 
answer to the elimination of what 
might appear on the surface to be 
wasteful practices. Where dollar sav- 
ings are of a relatively minor nature, 
there is a hesitancy to press others on 
a high organizational level to conform 
to good standards.” 


Single responsibility essential 


Only by investing one person with 
the full-time responsibility for check- 
ing all paperwork procedures, and the 
authority to deal on equal terms with 
officers of the company, can the in- 
crease in costs be halted, he maintained. 

Giving the person responsible for 
office administration such authority, he 
contended, would mean less unneces- 
sary forms and reports throughout the 
organization, since the need for each 
additional piece of paper could be 
questioned before its use was author- 
ized. 

Another great area for savings in the 
office, Osteen suggested, is use of the 
labor force—both the company’s and 
its customers—to accomplish much of 
the company’s paperwork on an in- 
dividual level. For example, he said, 
it might very well be possible for em- 
ployees to take on much of the work 
of compiling their own pay data. Sim- 
ilarly, employees might be paid by de- 
posits in individual checking accounts 
in the company’s bank, in which case 
it might be possible to persuade the 
bank to take over the whole payroll 
function. 


Recognizing the need for work sim- 
plification techniques, and actually 
achieving an effective program are two 
entirely different things, Garry Pasman, 
chairman of the Clerical Opera- 
tions Coordinating Committee, Ameri- 
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can Telephone and Telegraph, New 
York, ‘warned the audience in a talk 
on Friday, the closing day of the con- 
ference. 

Absolute requisites for a successful 
work simplification program, he said, 
are: 

1. Management approval, continuing 
support and interest. 

2. Appointment of a coordinating 
group to supervise the program, and 
see that plans are followed through. 

3. Development of an educational 
program designed to reach all levels of 
supervisory and clerical personnel 
throughout the organization. 

If these three objectives are fully met, 
the process of instituting a work sim- 
plification program can be carried 
through with good assurance that the 
program will endure beyond the first 
wave of enthusiasm, he said, work 
simplification will become part of the 
basic philosophy of the organization. 

AT & T followed the three-point 
program recommended, according to 
Pasman, and has had _ thoroughly 
satisfactory results. In an attempt to 
reach all employee levels, the company 
prepared a special booklet outlining 
the basic precepts of work simplifica- 
tion for distribution to all employee 


MODEL EF-2 used with Beli 19 TELE- 

TYPE, courtesy of Bell Lines, Inc., Colum- 

bus, Ohio, Terminal. 
Gates Acoustinets have a_ reputation 
throughout the world to provide A 
QUIET OFFICE WITHIN AN OFFICE. 
Here is acoustical cabinetry, scienti- 
fically designed and guaranteed to 
"KILL" the nerve-wracking noise created 
by office machines right at the source. 
No special rooms required. Gates. 
Acoustinet keeps the office machine at- 
the source of media. 


Write today: give machines, make, model 
used and measurements. 


mem COUSTINET 


536 American Standard Bidg., Buffalo 7, N. Y. 


7 Xee Ve VISIBLE 


PHOTO PANELS 


the Quick, Easy Way to Reproduce Lists 
for Directories, Catalogs, Indexes, Etc. 
JUST TYPE-PHOTOGRAPH-REPRODUCE 


Save time and expense of typesetting; your typewriter is your compositor. Each line 


typed on individual card. Revisi 


quickly made, listings added or deleted, page 


arrangements changed and illustrations or headings added. 

Always available for instant reference or use, easily kept up to date in your office 
and under your control, conveniently and compactly filed. 

Reproductions can be made any proportionate size and printed by offset, plano- 
graph or other methods of commercial or office reproduction. 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 


District Offices and Representatives in Principal Cities 


ACME VISIBLE RECORDS, INC., Crozet, Virginia c Y-1258 
© Send us more information and literature on ae 

Photo Panels. 7 
0 We are interested in Acme Visible equipment 

- KIND OF RECORD poreets. Address 
© Have representative call. Date. 

Time : City Zone___ State. 
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levels, and used every possible medium 
of intra-company publicity to get its 
story across. 

In evaluating the degree of success in 
a work simplification program, Pa- 
man said, measurement techniques are 
essential, both in terms of overall sav- 
ings, and increased output per worker. 

Another aspect of cutting office costs 
was explored by A. Stanford Johnson, 
Sanitary Engineer, Oscar Mayer & Co., 
Madison, Wis., in a Friday morning 
talk on the methods his company has 
used to reduce maintenance costs while 
improving the quality of office clean- 
ing. 

Oscar Mayer & Co. began moving 
into a new office building in 1956, 
Johnson said, and at that time com- 
pared its cleaning expenses with those 
of other comparable companies. 


ke Do Bosses 
Marry 
Their 
Secretaries ? 


* y= \ 


Surprisingly, many of 
them do. We can’t 
promise you romance, 
but if you become a 
perfect secretary 
through the consistent 
use of an A.W.FABER 
ERASERSTIK, you will 
surely come to the at- 
tention of your Boss. 

ERASERSTIK will help 
you turn out beautiful 
letters. A quick whisk 
and mistakes disappear 
as you erase without a 
trace. Removes a single 
letter without blurring 
the whole word. Use 
A.W.FABER ERASERSTIK 
and be sure of a better- 
paying job and—who 
knows — even romance. 


GRASERSTIK. 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 


ERASERSTIK gives 
you your choice 


With brush 20¢ 
Without brush 10¢ 
7099 and 7099B g:ay all- 
utility ERaAsERST1k for pencil, 

ink or typewriting. 
' 7066 and 70668 for those 
who prefer a soft, red type- 


is 


AND CARBONS 


FOR ORIGINA 


emote int 


writer eraser. 


ABER GRASERSTIK 


z 


AW Faber-Castell Pencil Co. Newark 3, N. J. 


It found that its coverage, per clean- 
ing worker, of 5,300 square feet per 
day was not uncommonly low, but was 
significantly less than some other com- 
panies reported. Finding that some 
other companies were recording as 
much as 13,000 square feet of area 
covered by each cleaning worker each 
day, Oscar Mayer decided to try to 
raise the work performance of each of 
its maintenance workers. 


The results: in 1958 Oscar Mayer 
will have cleaned its 126,000 square 
feet of office space with a total force 
of 11 night men, and 1.2 day men, at 
a total cost of $80,000. This cost figure 
represents less than half of the cleaning 
costs if the work standards of 1956 had 
been followed in the new building, in 
spite of the fact that there has been a 
14 ef cent increase in wages during 
the interval. 


Individual coverage expanded — 


“The area covered by each man has 
been more than doubled and the level 
of cleaning increased 30 per cent over 
that in the previously occupied build- 
ing,” Johnson told the AMA group. 
“These are savings which can be ac- 
complished in almost any cleaning pro- 
gram. 

“The basic item in a cleaning pro- 
gram is methods. Five daily cleaning 
procedures (equipment and floor dust- 
ing, emptying waste baskets and ash 
trays, spot cleaning and floor main- 
tenance) represent 80 per cent or more 
of the cleaning time requirements. Mo- 
tion saving methods and proper tools 
in these operations provide the high 
coverage and high quality in our pro- 
gram. 

“Having established methods, the 
soil load is evaluated and area and 
equipment in each office area are meas- 
ured and tabulated. With these data 
at hand and a knowledge of cleaning 
rates in minutes per 1000 square feet 
or per unit, time requirements for each 
office area are established. Areas are 
combined and a cleaning route set up 
for each worker which eliminates back- 
tracking and reduces trips to the supply 


_ closet for*equipment. Each cleaner is 


responsible for a specific area in the 
building. These areas will not nec- 
essarily be equal in total square feet, 
but the work loads will all be equal. 
The cleaner is provided with a printed 
schedule for the daily cleaning routine 
and for the project cleaning in his 
area.” 


After having established methods, the 
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proper tools and schedules, formal 
training programs are important to in- 
sure that cleaners understand and per- 
form correctly the cleaning methods 
outlined, Johnson said. 

“The cleanliness of the building is 
the major goal of the sanitation effort,” 
he continued. “In order to effectively 
measure the degree of cleanliness ob- 
tained, a sanitation rating is used. This 
provides a yardstick by which the sani- 
tation productivity can be gauged. It 
also is an effective tool in awakening 
the interest and securing the participa- 
tion of all employees in the sanitation 
program. To measure the sanitation 
quality of an area the rating system 
uses a numerical scale based on 100 
points as perfection. These points are 
distributed among the six elements 
that comprise an area: floors, equip- 
ment, walls, ceiling, windows and light 
fixtures.” 

Pointing out that the “sanitation 
rating” has little meaning unless it 
is compared with a standard score of 
what can be achieved in an area, 
Johnson said that such a standard score 
should be established before develop- 
ing the schedule for any given area. 

The last speaker at the conference, 
Murray D. Lincoln, president of Na- 
tionwide Insurance Co., Columbus, 
Ohio, called on the business executives 
attending the conference to acknowl- 
edge that “business can no longer iso- 
late itself from human affairs. 

“We must be concerned with the 
effects and consequences of our action 
on the lives of people,” he declared. 


How’s your letterhead? 


Get your FREE copy of our useful bro- 
chure Letterhead Logic. Then, turn to the 
check list used by experts to gauge letter- 
head effectiveness. See for yourself how 
your letterhead rates. If the tests show 
room for improvement, HILL’s 44 years 
of specialized experience is at your disposal. 

Learn how HILL craftsmanship can cre- 
ate for you a letterhead you'll be proud of 
. «+. one that truly reflects the character, 
personality and prestige of your firm . . - 
a scientifically designed letterhead with 
built-in sales appeal . . . and at prices 
much lower than you'd expect. 

If you use 5,000 or more letterheads a 
year, write today for your free Letterhead 
Logic. Just tell us how many letterheads 
you use a year and please send a sample 
of your present letterhead. 


If it’s worth seeing, put it on a Hill 


RoW MILLING 


270 (0-08) Lafayette St., New York 12, N.Y. 
Attached is a sample of our Letterhead. We 


use. per year. 


Please send me my free copy of Letterhead Logic. 
NAME 


COMPANY. 
ADDRESS. 
CITY. Pe 
STATE 

+ Fine Letterheads and Business Cards Since 1914 
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THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Guste-O folio 


*T. M. Reg. 


Your “filing and finding” —— disappear when 
you use Guide-O-folders your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 


You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the and 
pulling of ordinary folders is elimnated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 


Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


HANDY BINDER For 
“OFFICE MANAGEMENT”’ 


= —— : Protect your copies of 
a OFFICE MANAGE- 
ie MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual 
YEARBOOK issue of 
OFFICE MANAGE- 
MENT. Binders are made 
of heavy-weight board 
and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
and. year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, New York 


Gotta hurry back Joe, and see Ray’s score 


— | can’t hear a pin drop in this — 


: BURGESS-MANNING ACOUSTI-BOOTH : 


en 


No matter what 
noise, or how much 
— you're really iso- 
lated in a Burgess- 
Manning Acousti 
Booth. 


Write for Bulletin A-142-2-0 


BURGESS-MANNING COMPANY 


5970 Northwest Highway Chicago 31, Ill. 


DATERS 


for SMALL 
and LARGE , 
SPACES is 
JAN 2357 


FORCE Daters fit the space 
of all office forms. Model 400 is 
ideal for narrow spaces—inven- 
tory, ledger, sales cards etc. 
Date changes with stylus. Model 
450 is all-purpose dater; month 
changes automatically after 3 Ist 
day change. Bold day figures 
are easy to see. 

Write for Catalog 


& CO., Incorporated 
216 Nichols Ave. 
Brooklyn 8, N.Y. 
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Sales Offices: NEW YORK « CHICAGO « SAN FRANCISCO « MONTREAL 
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These control sheets give an accurate, —_ 
accessible, and economical record of em- 
ployee’s annual vacation, sick leave, paid 
holidays, and other records requiring tabula- 
tion by calendar days. Over 250,000 sold this 


Minimum order 25 sheets—F.O.B. 
Columbia, Missouri 


Postage Prepaid if check or money order 
accompanies order. 


AMERICAN PRESS 


200B So. 7th Columbia, Mo. 


year. 
1959 Vacation and Sick Leave Calendar Sheets 
= om waebee = 4 300 sheets ..... $12.00 
pean 400 sheets .....$14.00 
= — - y+ 500 sheets ..... $15.00 
Additional sheets over and above 500... 
Irae each 


NEW nvie-stik 


FILE FOLDER LABELS 
Stick Without 


JUST Moistening! 
PEEL 'N’ RX 


PRESS 


No a when you 
label the le-Stik pressure- 
sensitive way. Just peel 'n TRIAL 


press—they go on at the touch 


of a finger. Color coded—blue, OFFER! 

green, red, yellow. Important 

—you can peel ‘em off the 500 LABELS 
folders so that folders can be 

reused. Use them also to stick $ oo : 

to file cabinets, parts bins, only postpaid 


shelf edges, desk trays, etc. 
Label size 4° x 3%". 10 toa 
fanfolded strip. Insert strip 
and type. Have guide spots for 
typing. No machine adjust- 
ments necessary. Order trial 
quantity today! 


Cash with order only. 


Not available at 
your stationer’s. 


Mail This Order Today, to 


Allen Hollander Co., Inc. 
385 Gerard Ave., New York 51, N.Y. 


Rush Able-Stik pressure-sensitive File Folder Labels 
postpaid: 

CD Trial offer 500—$2 enclosed 
(J 5000—$15 enclosed 


Satisfaction guaranteed or money refunded. 


S-581 


Name 


A — 


Addr: 


Ci State. 
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Reoasous 


“There is a terrible burden on us 
businessmen as pacesetters and trail- 
blazers in our American way of life. 
For, to my way of thinking, it is lit- 
erally up to us to save the world.” 

Lincoln voiced the fear that Amer- 
icans haven’t yet grasped the true na- 
ture of the present world crisis. It is 
Not just a military crisis, he maintained, 
but one in which the Soviet Union is 
competing with the U. S. in science, in 
industry, in help to underdeveloped na- 
tions. 

“This is a different kind of cold 
war,” he went on, “a kind we don’t 
seem to know how to meet. Too often 
we seem to set the course of our na- 
tional policy by the false light of the 
Soviet moon, instead of by the true 
light of our own heritage—our own 
democratic principles. Too often we 
seem to concern ourselves with what 
will hurt Moscow rather than what 
will help people.” 


Warning that democracy is in danger 
of defeat by default, Lincoln said: 

“We must remember that democracy 
is not inevitably destined to grow in 
our society, and that we cannot export 
democracy and freedom to other lands 
unless we also have it here at home. 

“To my way of thinking, what this 
country needs in this world crisis more 
than anything else is a massive dose of 
democracy, applied economically, so- 
cially, and politically.” 


Quality control— 
(From page 25) 


99.60 of the units processed were ac- 
curate. A. B. Dick immediately went 
on a 20 per cent work sampling basis. 

All companies that have successfully 
installed work sampling techniques 
stress certain basic points. The math- 
ematics of the the sampling techniques 
should be worked out by a qualified 
person, so that department managers 
responsible for administering the pro- 
cedures can simply refer to prepared 
tables of control limits in setting up 
their contrpl charts. The control charts 
themselves should be simple to main- 
tain, easy to read and understand. The 
people whose work is to be subjected 
to quality control sampling should 
have the basis of the sampling pro- 
cedures explained or demonstrated to 
them so that they will have faith in 
the new technique. 


Also, it is generally recommended 
that when statistical quality control is 


Use Readers’ Inquiry Coupon on Page 88 


first inaugurated that it should be 
launched in a single fairly large de. 
partment engaged in processing work 
of a given nature on a fairly continuous 
basis. Once it has been worked out and 
perfected there, it can be extended to 
smaller employee groups. 


Errors caught at source 


The potentialities of the new tech- 
niques are many. Obviously, their first 
advantage is that they can give a better 
check on the quality of the work being 
done at each stage of the progress of 
that work than would be possible or 
practicable without sampling. Thus, if 
various different departments in se- 
quence work on any given clerical 
product, the opportunities for error are 
spread over a whole series of processing 
steps. Conventional checking proced- 
ures could catch most of the inaccurate 
units before they left the company, pre- 
haps, but this is catching errors after 
they have occurred, not spotting them 
as they occur, and remedying the cause 
of the difficulty at its source. Statistical 
quality control, if used in checking the 
work within each department, tightens 
the entire clerical sequence, and cuts 


You Get Things Done With 
Boardmaster Visual Control 


ve Gives Graphic Picture of Your Operations 
—Spotlighted by Color 
yy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 
yx Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ye Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 
ve Made of Metal. Compact and Attractive. 
Over 300,000 in Use 


Complete price $4950 including cards 
24-PAGE BOOKLET NO. G-500 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd St. @ New York 36, N. Y. 
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errors all along the line, raising the 
performance standard of the company 
as a whole. Since work need never be 
held up for 100 per cent checking, 
sampling speeds the work flow. Al- 
ternatively, in companies that have 
never used 100 per cent checking 
methods, it eliminates many of the 
troubles, the correspondence and the 
confusion that result from inaccurate 
work that has not been discovered. 
Moreover, since it makes it possible 
for supervisors and department heads 
to check the work done within their 
area of responsibility, individual work- 
ers’ performance can be rated relatively 
easily. Thus, sampling techniques not 
only make it possible to bring sub- 
standard workers up to acceptable per- 
formance levels; statistical quality con- 
trol also makes it much easier to in- 
stitute incentive or merit pay plans. 
The mathematics may look a little 
awesome at first glance; the creation of 
control charts and the establishment of 
eontrol limits a little overwhelming. 
But employing sampling techniques 
for quality control can pay rich divi- 
dends—as industry learned long ago— 
not only in terms of improved per- 
formance, but also in terms of less 
correspondence with customers who 


have been overcharged, fewer delayed 
or misdirected shipments, a general 
decrease in the “exceptions” that cause 
so much office work. 


Automation— 


(From page 73) 


dent pulse to the backplate, or “anvil.” 
The electrostatic charge can be de- 
posited in one millionth of a second. 
The second character in the line is 
then set up across the line and printed 
serially in a similar manner. A line of 
72 characters wide requires only a frac- 
tion of a second to have its electrostatic 
latent image recorded on the paper. 
(See “Automation in the office,” 
Office Management, August 1958, 


page 39) 
Payroll auditing system developed 


An automatic payroll system which 
utilizes a special time clock and audit- 
ing unit has been introduced by the 
Cincinnati Time Recorder Co., Cin- 
cinnati, Ohio. Intended for firms em- 
ploying 50 people or more, the system 
is adjustable for several different pay 
periods, and can be integrated with 


data processing systems or used with 
conventional office equipment. 

The time clock punches a series of 
time-identification holes in each em- 
ployee’s time card, and an “auditor” 
automatically audits the cards, printing 
the time of a full pay period on each. 

In actual operation, the employee in- 
serts his card in the time clock which 
prints the time and also punches a 
set of two time-identification holes on 
the outer edge, a process which is re- 
peated for each “in” and “out” the 
employee makes. All registrations are 
made in consecutive vertical sequence. 
The design of the system prevents em- 
ployees from making several consec- 
utive punches in succession which 
could result in many separate registra- 
tions at one time. 

At the end of the pay period the 
cards must be stacked and inserted into 
the “auditor.” As they are automati- 
cally passed through the unit, the cards 
are illuminated by a small lamp and 
scanned from the other side by sen- 
sitive photoelectric cells. Each card is 
thus audited, and those with a full pay 
period are stamped as such. Other cards 
—those with less than a full pay period 
—are sorted during auditing and 
ejected into another tray. 


Letters and copies make a clear, 
> impression when you speci 
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FACTORY: 
LEETSDALE, PA. 


564 W. Monroe St. 
Chicago 6, Ill. 


SORG’S 410 Translucent 


Whiteprint Master Copy Paper 
efor LOW-COST Direct-Copy 


Reproduction 


e Perfect Copies 
EVERY TIME! 


With the use of direct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
meets all the requirements of a top- 
quality master sheet—and yet is priced 
low enough to allow its use on EVERY 
business form. 

Sorg’s 410 Translucent is manufactured 
with controlled translucency so° that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp, identical copies 
every time! In addition, it is strong 
and durable — stands up well under 
erasures and frequent handling. 


Your request on your own business letterhead will bring you 
a portfolio of 410 Translucent sample sheets for testing on 
your own direct-copy machine — as well as the name of your 
nearest Sorg paper distributor. 


aE 


Middletown, Ohio 
Manufacturers and Converters of Stock Line ond Specialty Popers 


‘Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 
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OFFICE FLOORS 


fe 5 money-saving ideas to 
ee keep them looking right 


Rubber Cushion Glides. 
Heavy Gauge flat steel 
bases slide smoothly. 
Rubber cushions absorb 
shocks, provide flexible 
joint. Nail and socket 
types for wood. Umbrella 
and spring types for 
tubing. 


No-Mar Furniture Rests. 
Rich brown phenolic resin 
composition bases spread 
weight, protect floors, 
rugs, carpets, other ‘‘soft” 
flooring. Socket and “‘drive- 
on”’ types for wood, spring 
and expanding types for 
metal. 


No-Mar shoes and cups. 
Soft rubber desk shoe fits 
square desk or table leg 
like a glove, protects 
floors, won’t slip. Round 
and square ‘‘Atlasite’”’ 
cups also available. 


™ Steel shoes for wood or 
_ metal furniture spread 
' weight, protect floors, 
provide sliding action. 


Feltoid tips for light furni- 
_ ture or accessories, pre- 
vent scratching of highly 
polished floors and sur- 
faces. 


Office managers: look for these floor savers, and also 
Bassick casters, as signs of quality on the furniture and 
equipment you buy. Ask for them at your dealers. The 
Bassick Company, Bridgeport 5, Conn. In Canada: 
Belleville, Ont. 8.32 


THE : 
Pe : ANADA: & BS 


BELLEVILLE, ONT. 


SYMBOL OF EXCELLENCE 


MARKING MORE KINDS OF CASTERS ooo MAKING CASTERS DO MORE 


86 Use Readers’ Inquiry Coupon on Page 88 


BOOKLETS, BROCHURES ame 
eH 
FOR THE OFFICE #7 |/E 


Photocopy process 

Peerless Photo Products, Inc., Shoreham, Long Island, 
N. Y. Literature describes a new office photo-copier which 
utilizes the principles of silver ‘photography. (1) 


Floor Cleaning Equipment 

Denham & Co., 925 Book Building, 
Detroit 26. Catalog describes and il- 
lustrates the complete line of Geerpres 
floor cleaning equipment, including a 
gear mop wringer, caster-mounted 
buckets, and mopping accessories. 


(2) 


Data Processing 

Remington Rand, Div. of Sperry Rand Corp., 315 Fourth 
Ave., New York 10. The components and values of the 
Univac File-CComputer System, including a discussion of 
the random access feature, are given in the 8-page folder, 
“The New Concept in Modern Data-Processing.” (3) 


Swing Hinge Binder 

Royal McBee Corp., Westchester 
Ave., Port Chester, N. Y. Brochure lists 
features of the Swing Hinge Binder in 
all models, illustrating a step-by-step 
method of adding or deleting material. 


(4) 


Mimeograph Stencils and Supplies 

Polychrome Corp., 4 Ashburton Ave., Yonkers, N. Y. 
The entire Polychrome duplicating line, including stencils, 
inks, and accessories, is brought up to date in a multi- 
colored, 32-page catalog. (5) 


Folding Chairs 

The Brewer-Titchner Corp., Furni- 
ture and Equipment Div., Cort- 
land, N. Y. Catalog describes the struc- 
ture, colors, fabrics, and model speci- 
fications of the new BTC folding chair 
line. (6) 


Desk-top Collators 

Thomas Collators, Inc., 50 Church St. New York. 
Complete data on new low cost, portable, desk-top collators 
can be obtained from an informational bulletin just released. 


(7) 


Luminous Ceilings 

Luminous Ceilings Inc., 2500 W. North Ave., Chicago 
47, Ill. Eleven different ceiling systems, including types of 
lighting equipment, are illustrated and described, and spe- 
cifications on each are given. ((8) 


For further information, use Reader Inquiry Card on 
page 88. 
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CLASSIFIED ADVERTISING 


Rates: Minimum 20 words $5.00. Each additional word 25c. Pay- 
able in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 5th Ave., New York 10, N. Y. 


For Sale or to Buy 


VARITYPER TYPE FACES $ave 70%! Your printing gets 
better results if your Varitypist has 20 needed faces. Illus- 
trated type samples. Free trial. Adamm, 1425 Theriot, New 
York 60, New York. TA 8-8659 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write, Wire National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


OLM FILE FOLDING MACHINE Wanted: to buy for cash; 
state condition, price and location. OM 302. 


FOR SALE: MODEL 1955 Addressograph with Automatic 
Feeder. 10,000 GG2200 Frames, 2 thirty drawer plate cabi- 
nets, 1 twelve drawer plate cabinet. OM304. 


ELLIOTT-FISHER MACHINES, Calculating machines, add- 
ing machines—all office equipment bought and sold. W. J. 
Crowley Company, 906-08 No. Water St., Milwaukee 2, Wiis. 


SALE: FACTORY DEMONSTRATOR ELECTRIC 2-in-i 

Folding and Letter Opener Machine, fully guaranteed regular 

| yours for $198.50. Lansdale Prod., Box 568, Lans- 
e, Pa. 


FOR SALE: SELECTOR DIAL Auto-Typist, attached Rem- 
ington Standard Noiseless, Perforator, Supplies. In use 2 
years. Parts warranty. If new, cost $1,913.85 plus —- 
typewriter. Sale price $1175 with typewriter; without $1125 
MMS Corp., 2217 N. Summit, Milwaukee, Wis. 


ELLIOTT ADDRESSING MACHINE EQUIPMENT. Re- 
placed by Tabulatng System. Good Conditon. 9 I.B.M. Stencil 
Writers; 11 Moisteners; Punch Machine; Inking Machine; 2 
Addressing Machines; 2 Tape Machines; 66 100-drawer Cabi- 
nets. Write: Geo. J. Woodin, P. O. Box 2187, Tulsa 2, Okla. 


FOR SALE: MODEL 5300 Dupligraph with 15 extra anvils 
to hold letters. Excellent condition. Price $1,200. Bancroft- 
Whitney Company, 55 Hyde St., San Francisco 1, California. 


Positions Wanted 


OFFICE MANAGER. GRADUATE ACCOUNTANT. Me- 
chanical and construction background. Experienced in ac- 
ag ea finance, insurance, public speaking. Age 38. 


Business Opportunities 


PROGRAMMING COMPUTERS. Learn to apply business 
problems to electronic computers. Send for Free Brochure 
describing our Home Study Course, “Programming for Busi- 
ness Computers.” Business Electronics, Inc., Education Sec- 
tion, 420 Market Street, San Francisco 11, Calif. 


“me UNITED wv. 
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“Common Sense” 


will save you $ $ $ and cents 
e BEACH Expense Books 


provide the best means of 


keeping records vital for 
business and taxes today. 
Easy to use and keep— x 
Wot, — save time, trouble, money! 42 a 
Most widely used by firms and Tas 
o individuals in all U. S. A. > 
Stardy, Conwen- At your stationers; or write 
——— BEACH PUBLISHING CO. 
— 19829 W. MecNichols Rd. 
Detroit 19, Mich. 


Ben ed 
DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


am ‘Lindy Yy.... 
sau Point STENO PEN 


Dainty white plastic barrel with handy phone dialer cap 
...gold clip. Permanent, non-transferable, non-smudg- 
ing ink in giant 6” brass cartridge, pre-tested, meets 
U. S. Govt. Spec. TT-1-562. 

10 colors: color of cap denotes color of ink. 


iby LINDY PEN CO.,INC., Cc 
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OFFICE MANAGEMENT 

[ h FO R MA F tt N utives in obtaining complete informa- 

tion on the products advertised in 

* e this issue. Advertisements are identi- 

- fied by their respective page numbers. 

Fractional page advertisements are 

further identified by the initials of 

. the advertiser. 


On New Products 
e Simply circle the 


respective numbers 
in coupon below 


This service is provided for the con- 
venience of Office Management Exec- 


Obtain New Catalogs 
and Helpful 
Lite ratu re Just circle the numbers on which you 


want further information; fill in your 
3 name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK . .. FOR PROMPT SERVICE 


Please forward to th ti ies, t for furthe 
ria MANAGEMENT information on the Soames te’ have eded telew. Kha to no obligation 
112 Fifth Avenue, New York 10, N. Y. to us for this. We understand this is a service to us as a subscriber. 

December 1958 New Products Items, and Catalogs 
DECEMBER 1958 ADVERTISEMENT (Circle respective item numbers) 
(Circle respective page numbers on which ads appear) : ne “$ <a ¢ 
Pp. Pp Pp P 3 A-3 B-3 C-3 D-3 
age Page age age age 4 A-4 B-4 C-4 D-4 
2nd Cover 17 61 76 &3 BMC 5 A-5 B-5 C-5 D-5 
3rd Cover 19 62 77 PC 83 OM 6 A-6 B-6 C6 D-6 
3 20 63 77SMC —- 83 WAF : B-7 D-7 
4 22 64 78 84 AP 
6 49 65 79 WRR 84 AHC 
7 50 66 79 AAL 84 GS 
9 52 68 80 VFI 85 CMC Information S en ee in the Tools of he Office 
section may requested by writing in names of manu- 
11 56 70 81 AVR 87 BPC Manufacturer Page No. 
13 57 71 82 AWF 87 DEC 
14 58 74 82 ROH 87 LPC 
15 59 75 83 GSS 89 
16 60 , 
Fractional page ads further identified by initials of advertiser 
SE Sithnk oad dad wetad ss deade access eepoeedswasnss MEE -SsabScecuseccsen 
December 1958 Issue 
DEE iad 0ac0s ciadsus waduesmeuencadendeussense tiene eeeieeMieuTseteaee Office Management 
nee ES Pee ee ene eT ee iitecewa seus itenesneabiewaes This inquiry form good 
ME sonstalcnwemesseceb ee iwdeoees SenGaeeleaens SD (onaa CNN. Ape ceenedesecaceides until January 15, 1959 
Number of Office Employees (all departments) ............cccscccccccccccecscees 
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ADVERTISERS’ INDEX 


Acco Products Div. of Natser Corp....... 78 

PRA gency—La Porte & Austin, Inc. 

Acme’ Visible Records, Inc............... 81 
Agency—E. H. Brown Adv. Agency 

American Automatic Typewriter Co...... 51 
Agency—Frank Nasher, Inc. 

American Cancer Society................ 76 

INS: 2 i's os 'o'e'dl d warg oe mibe bs 6a 


Agency—Neds & Wardlow Adv, Agency, Inc. 
American Telephone & Telegraph Co.... 3 
Agency—N. W. Ayer & Son, Inc. 
Associated Business Publications, The... 18 


Avery Adhesive Label Corp............... 79 
Agency—Marlin R. Klitten Coa., Inc. 


Baltimore Business Forms Co............ 14 
Agency—Vansant, Dugdale & Co., Inc. 

Ee 86 
Agency—James Thomas Chirurg Co. 

EN SITE, 6 oc ws csc cecniscics 87 
Agency—Francis Advertising Agency 

Bell Telephone System.................. 3 
Agency—N. W. Ayer & Son, Inc. 

Brownville Paper Co................c000 71 


Agency—Flack Advertising Agency, Inc. 
Burgess-Manning Co., Architectural 


I oan. ve cee saan ekbae 83 
Agency—M. echaiist Advertisers, Inc, 
| Tere 2nd Cover 


fem —Comaeds. Ewald Co. 


OIE, DOG... 5 vc cciseseccessccsess 64 
Agency—Gibbons Adv. Agency, Inc. 

NUN 5 6.55.66 6oo o0enaveessndows 89 
Agency—Wm. B. Remington, Inc. 

6 oo ike idisias necre a newwem ean 85 


Agency—Charles E. Yost Adv. 
Columbia Ribbon & Carbon Mfg. Co., Inc. 63 
Agency—E. M, Freystadt Associates, Inc. 
Control Systems, Inc., Plus, Dieh 
IME. os vse ob cova ticsenadenvess 20 
Agency—George V. McIntyre Adv. 


Dewberry Engraving Co.................. 87 

rer rere Re keasa ene 74, 75 
Agency —F uller & Smith & Ross, Ine. 

Diebold. Inc., Flofilm Div................ 61 
Agency —Ritter, Sanford, Price & Chalek, Inc. 


Eastman Kodak Co., Business Photo 


Methods Div., Verifax................ - 37 
Agency—J. Walter Thompson Co, 

Eastman Kodak Co., Recordak Corp..... 13 
Agency—J. Walter Thompson Co. 

Eureka Specialty Printing Co............ 60 


Agency—Kretschmer & Dinner, Inc. 


Faber-Castell Pencil Co., Inc., A. W...... 82 
Agency—J. M. Kesslinger & Associates 

Pane & Ge, Bee. Wied. M5026. .ccccccese 83 
Agency—Philip I. Ross Co. 

EE ee eee 3rd Cover 


Agency—J. Walier Thompson Co. 


ee errr Tere 81 
Agency—Clayton A. Stahlka Counseling 

Graphic Systems..................-.- sce OB 
Agency—Diener & Dorskind, Inc. 

Guide System & Supply Co.............. 83 

PE NI. 6 onc kcceyesecsedseee 7 
Agency—Hutchins Advertising Co., Inc. 

Hammermill Paper Co................... 52 
Agency—Batten, Barton, Durstine & Osborn, Inc. 

SS rer errr . 82 
Agency— The Buckley Organization 

Hollander Co., Inc., Allen. .............. 84 


Agency—Cruttenden Advertising 


ME cei oh i sasninna civeonsaee 66 


Agency—Clem T. Hanson Co. 
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Invincible Metal Furniture Co........... 19 
Agency—Klau-Van Pieterson-Dunlap, Inc. 


Ns TN ie cb tdadasceneee 87 
Agency— Milton W ‘einberg Adv. Agcy 
Linen Supply Association of America & 
National Cotton Council.............. 16 
Agency—George H. Hartman Co. 


Macey-Fowler, Inc... .............ccee0. 4 
Agency—Givaudan Advertising Inc. 
McGraw-Hill Book Co., Inc.............. 50 


Agency—J. Walter Thompson Co. 
Minnesota Mining & Mfg. Co., Thermo- 


__ Lear 0 
Agency—Erwin Wasey, Ruthrauff & Ryan, Inc. 
Moore Business Forms, Inc.............. 69 
Agency—N. W. Ayer & Son, Inc. 

Mosler Safe ig FOO ss hese csccrssicesdon 11 
Agency—Cunningham & Walsh, Inc. 

National Cash Register Co., The....... 22, 56 
Agency—McCann-Erickson, Inc. 

Nekoosa-Edwards Paper Co.............. 9 
Agency—The CremerEvesedt Co. 

Office Management................ 12, 18, 83 

Oxford Filing Supply Co., Inc............ 6 
Agency—Keily Nason, Inc. 

— Div. of General Aniline & Film 
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‘NOW! Save hours 
of drudgery 


with new 
CURVE-LINE TAPES. 


A boon to chart and graph makers, 
engineers, draftsmen, layout men, 
methods men . . . anyone who has 
occasion to “draw” broken, dotted 
or solid lines . . . these new 1/16” 
and 1/32” Chart-Pak Curve-Line 
Tapes can save hours of drudgery. 


Se oe a A SE Rats 
(1/16” Curve-Line) 


Precision printed, precision slit, pres- 
sure-sensitive, Curve-Line Tapes are 
easily applied either freehand or 
with the new Chart-Pak “Tape-Pen” 
(shown above)—make straight lines, 
curves, angles, smoothly and accu- 
rately. Correct instantly simply by 
removing and replacing tapes. The 
charts can then be reproduced by 
any standard method. 


(1/32” Curve-Line) 


Available in 8 styles, 14 colors, 
Curve-Line is the newest addition to 
the Chart-Pak Line of pressure- 
sensitive tapes — which incorporates 
hundreds of patterns and combina- 
tions. Templates for plant and office 
equipment layout, Pictograph, flow- 
chart and other symbols, peint-sized 
newspaper borders, and plastic 
workboards also available. 


® Facilities for special printing, precision 
slitting, of special patterns, templates 
and symbols to your order. 


For Full oo P. me of 
Information | “stibwtor nearest you 


coupon below. 


TCHART-PAK, INC. 


HART-PAK, INC. 


Pinas River Road, Leeds, Mass. | 
| Please send information about Chart-Pak. | 


Name. —— 

re ee I 

Neate inthe 
1 Address 


City Zone___State. 


This coupon border made with Curve-Line Tape 
i 
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editorial 


Christmas—1958 


THE DUSK falls sooner, the shopping pace grows more frantic daily, and Christ- 
mas carols will soon be heard in the streets—as they already are on the radio. 
Soon the periennial problems posed by the office party will be with us, as will 
the last minute dilemmas over presents, and the hurried purchase of new cards 
for those names on the list that have somehow been overlooked. 

But Christmas, the nation’s greatest religious festival, also represents the holi- 
day season, the period when one year ends and another begins, a time for sum- 
ming up, for evaluation. 

And this year, as it draws to its close, warrants more optimism about the 
future than was true of the end of 1957. The recurrent world crises have con- 
tinued, but each crisis successfully passed somehow gives greater reassurance that 
the conflict between the West and the Soviet will remain a war of nerves rather 
than one of bombs. The recession which loomed so threateningly over the holi- 
day festivities last year is passing, although the unemployment figures are still at 
too high a level. But if the general recovery can maintain its present pace, the 
employment figures should soon be showing a more wholesome look. 

So, as another year ends, we have much to be grateful for. It has been, on 
balance, a year of progress and reassurance, a year in which the values and 
standards we believe in have proved still valid and still vital against the com- 
peting values and standards of the Soviet orbit. 1958 is a year that has earned 
as its climax a bright and joyful holiday season. 

We wish you all— 

A very Merry Christmas, and the happiest of New Years. 


OFFICE MANAGEMEN1 
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Automation which 
has been predicted 
for offices of the 
future is here today 
because of a Friden 
development called 
Tape-Talk. 
Tape-Talk is the operation of Friden automatic 
machines. These machines handle major office 
routines by calculating, reading and writing with 
punched paper tape. The machines work indi- 
vidually or in combination. 


Office workers simply give general starting 
orders to the machines. Functioning in their 
world of Tape-Talk, Friden machines can: 

(1) Eliminate need for manual movements 
and most conventional operator decisions... (2) 
Increase work volume output without increasing 
payroll costs or overtime...(3) End errors nor- 
mally occurring in data recopying. 

Look into this practical, deliverable miracle— 
Friden Tape-Talk. Call your Friden Man or write 
Friden, Ine., San Leandro, California. Sales, in- 
struction, service throughout U.S. and the world. 


rriden 
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BY FRIDEN 


Selectadoto® Automatic tape 


reader-selector-sorter 


Taledoto® automatic tape transmitter-receiver 


guastowriter” automatic justifying 


type-composing machine 
Odd.-Pumch® automatic code tape 
adding-listing machine 
loxowritir® Automatic tape 
writing-accounting machine 
Quitomatti: Srput - Output’ Machine 


Ws. 


© automatic tape 
billing department in one desk 


Friden Mailroom Equipment 
Friden Natural Way Adding Machine 


Friden fully automatic Calculator— 
The Thinking Machine of American Business 
© Friden, Inc. 
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Cost Cutting Ideas for Your Office..J 


OST REDUCTION, a vital problem in all divisions 
+ of a business is nowhere as challenging as 
in the administrative departments. Office costs, 
having trebled during the past decade, are today 
of primary concern to top management. 

It is in the record that since 1899 Shaw-Walker 
has been equipping business with “‘time-engineer- 
ed”’ office facilities as inventive and ingenious as 
American production techniques, — that Shaw- 
Walker equipment and systems have cut office costs, 
saved floor space and made offices more livable. 

For today’s cost-conscious management Shaw- 
Walker ‘‘time-engineering” research has now pro- 
duced — The work-organized ‘“‘clutter-proof’’ desk; 


a it 4 
NEW Work-Organized 
Executive Suite ZO 


7 EZ 
Yt 


Automatic expanding file drawers; Step-Saving 
Fire-Files and fireproof desks that protect records 
at point-of-use; Labor-Saving equipment and sys- 
tems for tape handling; Error-Proof filing systems; 
Automatic correct seating chairs; Time-Saving 
payroll plans; and Numerous Other Devices that 
facilitate recording, filing and finding of records. 
Some of these “‘cost-cutters” are pictured here. 
All are in the 252-page Shaw-Walker Office Guide. 
Throughout, descriptions plainly state econo- 
mies you can expect from Shaw-Walker “‘time- 
engineered” equipment and systems. Free to Man- 
agement when requested on business letterhead. Write 
Shaw-Walker, Muskegon 49, Michigan. 


[oe NEW Automatic 
"} ~~—s- Expanding Drawers 


Space-Saver Desk ‘ 
for interviews 


Toytxos To} to 


) NEW Time-, and 
Space-Saving 
Secretarial Desk 


j 4 
a sree eee 


| Time-Saving 
Machine Desk 


ae ae 


Step-Saving 
Fireproof Desk 
for Cashier 
NEW Administrative 
“Clutter-Proof” Desk 
Speeds Work 


NEW — Automatic 
Correct Seating ~ 


Largest Exclusive Makers of Office Equipment 
Muskegon 49, Mich. Representatives Everywhere 


SHAW-WALKER 
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